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2000 NAVY PENTAGON
WASHINGTON, DC 20350-2000
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NO9B16
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OPNAV | NSTRUCTI ON 3120. 32C CHANGE TRANSM TTAL 5

From Chief of Naval Operations
To: Al'l Ships and Stations (less Marine Corps addresses not
havi ng Navy personnel attached)

Subj: STANDARD ORGANI ZATI ON AND REGULATI ONS OF THE U. S. NAVY

Ref:  (a) OPNAVNOTE 3111 DNS RMC2 dtd 29 CQct 02, Subj: CHANGE
IN TITLE OF OFFI CI AL | N COVMAND FOR COVMANDER | N
CH EF, U S. ATLANTI C FLEET (CI NCLANTFLT), COVVANDER
IN CHEF, U S. PACI FIC FLEET (Cl NCPACFLT), AND
COVMMANDER | N CHI EF, U. S. NAVAL FORCES EUROPE
(CI NCUSNAVEUR) (Canc frp: Oct 03)

Encl: (1) Revised pages v, vii, 1-6 through 1-11, new page 1-12,
revi sed pages 3-3, 3-4, 3-6, new pages 3-39a and 3-
39b, revised pages 3-164, 6-76, 6-151, 6-265, 9-4,
I ndex- 14, 1ndex-22, and |ndex-23

1. Purpose

a. To add the Managenent Control Programin order to fulfil
the requirenents of the Federal Managers' Financial Integrity Act
and ot her directives; and

b. To delete references to "conmander in chief,” per
reference (a).

2. Summmary of Changes

a. Managenent Control Program

(1) Paragraph 142, CONTROL: Updates paragraph 142 to
address both the managenent controls and individual perfornmance
control s.

(2) Paragraph 302, THE EXECUTI VE OFFI CER. Inserts new
par agr aph 302c(23) to add the Managenent Control Program as a
responsi bility of the Executive O ficer of the organization.
Renmai ni ng subpar agr aphs are renunber ed.

(3) Paragraph 303, THE EXECUTI VE ASSI STANTS: Adds new
par agr aph 303. 25, MANAGEMENT CONTROL PROGRAM COORDI NATOR as one
of the executive assistants under the Executive Oficer.
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b. Commander in Chief Title. Changes "Conmander in Chief"
(and variations thereof) to Fl eet Commander (and vari ations
thereof) in paragraphs 384 (page 3-164), 620.11j(1) (page 6-76),
630. 14f (page 6-151), 640.7d(3) (page 6-265), and 914a(4) (page
9-4).

c. Oher. Updates the Table of Contents, Figure 3-1, and
the Index to reflect the title of paragraph 303.20 as "Navy
Tactical Command Support System Coordi nator (NCTSS) (Optim zed
and Legacy SNAP)", previously changed in Change 4 dated 30 July
2001.

3. Action. Renove pages v, vii, 1-6 through 1-11, 3-3, 3-4, 3-
6, 3-164, 6-76, 6-151, 6-265, 9-4, Index-14, I|ndex-22, and | ndex-
23 and replace with enclosure (1) of this change transmttal.

P. A TRACEY
Vice Admiral, USN
Director, Navy Staff

Di stribution:
SNDL Parts 1 and 2
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NO9B16
30 Jul 2001

OPNAV | NSTRUCTI ON 3120. 32C CHANGE TRANSM TTAL 4

From Chief of Naval Operations
To: All Ships and Stations (|l ess Marine Corps addresses not
havi ng Navy personnel attached)

Subj: STANDARD ORGANI ZATI ON AND REGULATI ONS OF THE U. S. NAVY

Encl: (1) Revised pages 3-33 and 3-34, new page 3-34a, revised
page 3-38, revised pages 3-40 and 3-41, revised page
3-90, revised pages 3-92 and 3-93, revised pages
3-157 and 3-158, revised page 5-3, revised page 5-6,
revi sed page 5-8, revised page 5-27, revised page
6-4, revised pages 6-6 though 6-8, revised page 6-11,
revi sed page 6-18, revised page 6-143, revised pages
6- 163 through 6-166, revised pages 9-8 and 9-9, and
revi sed page 10-6

1. Purpose. To provide changes to the Equi pnent Tag Qut Bil
and to provide other m scell aneous change i nformation:

a. Pages 3-33, 3-34, and 3-34a, paragraph 303.20: Updates
title from Shi pboard Non-Tactical Autonmatic Data Processing
Program (SNAP) System Coordi nator to Navy Tactical Command System
Coordi nator (NTCSS) and adds additional duties, responsibilities,
and authority in paragraph 303.20b. This is a conplete revision
and should be read in its entirety.

b. Page 3-38, paragraph 303.24b(2): Deletes reference to
Pr of essi onal Advancenent Requirenents (PARS) (subparagraph (a));
reletters subparagraphs (b) through (h); and corrects
t ypogr aphi cal errors.

c. Pages 3-40 and 3-41, paragraph 304.1.: Adds "Comrander/"
before "Commandi ng O ficer"” in subparagraphs a, c(1) and c(3).

d. Page 3-90, paragraph 313b: del etes subparagraph (9)
(conbat operational support aircraft (COSA)); renunbers renmining
subpar agr aph.
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e. Pages 3-92 and 3-93, paragraphs 315a and 315c: anends
the general duties and organi zation rel ati onshi ps between the Air
W ng Commander and the commandi ng officer.

f. Pages 3-157 and 3-158, paragraph 371.1: deletes
"anphi bi ous assault ships (LPH) and "attack transport (LPA)"
these ships are no longer in the inventory and therefore do not
require a conbat cargo officer.

g. Page 5-3, paragraph 510.7c: deletes reference to snoking
in berthing conpartnents.

h. Page 5-6, paragraph 510.15; page 5-8, paragraph 510. 22;
and page 5-27, paragraph 510.64c: updates reference information.

i. Page 6-4, paragraph 620.1: del etes subparagraph
620. 1d(11)(h) regardlng snoki ng in berthing conpartnents.

j. Page 6-6, paragraph 620.2d(3)(c)9: deletes reference to
gunnery canvas.

k. Page 6-7, paragraph 620.2d(8)(b): deletes the word
"paint" after "photol um nescent."”

| .  Page 6-8, paragraphs 620.2e(4) and (5): del egates paint
chit signature authority to the division Chief Petty Oficer/
Leading Petty O ficer (CPQ LPO).

m. Page 6-11, paragraph 620. 3e(3)(c): del etes "Ranks,
however, shall not be broken.'

n. Page 6-18, paragraph 620.4i(3)(a): changes "the crew s
| ounge and in the nessing spaces"” to "a conmpn area such as the
nmess decks."

0. Page 6-143, Table 6-1: changes "LORAN OVEGA" to
"SATNAV/ GPS. "

p. Pages 6-163 through 6-166, paragraph 630.17: revises the
Equi prent Tag-Qut Bill and refers the reader to the Tag-CQut Users
Manual as the standard for establishing, maintaining, enforcing
and training of tag-out program and processes used afloat and in
an industrial environnent for all naval ships and craft.
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g. Pages 9-8 and 9-9, paragraphs 950, 951, 952, and 960:
updates reference information.

r. Page 10-6, paragraphs 1031.1 and 1031.2: updates
information on the Contents and Distribution of the Plan of the
Day.

s. Page 10-6, paragraph 1032: adds engi neering evol utions
as sonething that should be included in the night orders.

2. Action. Renove pages 3-33, 3-34, 3-38, 3-40, 3-41, 3-90,
3-92, 3-93, 3-157, 3-158, 5-3, 5-6, 5-8, 5-27, 6-4, 6-6 through
6-8, 6-11, 6-18, 6-143, 6-163 through 6-192, 9-8, 9-9, 10-6 and
replace with enclosure (1) of this change transmttal.

JOHN G MORGAN
Rear Admral, U S. Navy
Director, Navy Staff

Di stribution:
SNDL Parts 1 and 2
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SUMMARY OF CHANGES

1. General. Errors in human-factors engineering have been
corrected throughout including proper pagination, header informa-
tion, and placement of figures and tables immediately after their
references in the text. Required editorial corrections have been
made throughout the instruction. DPSINST 5215.1A should be
consulted for the current revision of referenced inatructions.
Ship-type specific watches and organizations have been deleted ta
maintain the Navy-wide application of the SORM. Governing
directives have been referenced for ship-class specifics.

2. Specifica. All other changes are listed below by chapter.
CHAPTER 1: A UNIT ADMINISTRATION

100.1 RELATIONSHIP TO OTHER GUIDANCE. Added disclaimer that
SORM guidance does not contravene or supersede any provision of
law or other legal guidance.

130. ORGANIZATION. Changed definition of AUTHORITY to that
promulgated under NAVREGS 1990. Reworded definition of
PELEGATING. Changed definition of RESPONSIBILITY to that

promulgated in JCS pub. 1, DOD Dictionary of Military Aassociated
Terms.

141.6. ACCOUNTABILITY. New addition to delineate the principles
of accountability as promulgated by ALNAV 150/87.

142.1 LAWFUL ORDERS. Renamed as ADMINISTRATIVE CORRECTIVE
MEASURES and rewrote entire paragraph.

142 .4 POLICY CONCERNING NON-PUNITIVE MEASURES. .Deleted "agpecial
pay" as an example of a privilege which "may be temporarily
withheld."

160. RECORDS AND INFORMATION MANAGEMENT. Added SECNAVINST
5720.42E for guidance concerning FPreedom of Information Act
requests.

CHAPTER 2: STANDARD UNIT ORGANIZATION

2232. DEPARTMENTS OF A SHIP.

Figure 2-1: 2Added a direct line from the Commanding Officer to
the Navigation Department. Added Maintenance
Management Department on aircraft carriers.
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Figure 2-2: Added 8SN and SSBN. Added Navigation,
Communications, and Chaplain departments to AS.
Deleted BB,AR, and AVT

223. DIVISION OF A SHIP.

Figure 2-3: Under Air Intermediate Maintenance Department,
renamed IM-3 as Avionics, Armament, and Precision
Measuring and IM-4 as Support Equipment. Under
Combat Systems, annotated the single combat systems
division as CS. Under Bngineering, annotated
Reactor as RX. Under Supply, renamed $-9 as Surface
Support Center, and added $-10 as Repair Other
Vehicles (SS) (AS only) and S-11 ag Supply Quality
Agsurance (AS only). Under Deep Submergence, added
DV as Dive and WH ag Weight Handling. Added
Chaplain and Maintenance Management departments and
provided G-Divigsion breakdown for CV/CVN.

224. AVIATION UNITS. Added figure 2-4, Squadron Organization,
and updated figure 2-5 to include VPV, ADD, and VFA; deleted

VA (L), va (L) (FRS), VFP, VRF, VW, VX, RVAH, and RVAH (FRS); and
renamed VC to VFC and HAL to HCS.

CHAPTER 3: THE UNIT ORGANIZATION

301. THE COMMANDING OFFICER. Expanded the "law" which may limit
the Commanding Officer's authority to include congtitutional,
statutory, international, and regulatory law.

302. THE EXECUTIVE OFFICER. Added relieving procedures

following NAVOP 114/85. Added responsibility concerming

command's private interest disclosure system.

303. EXECUTIVE ASSISTANTS.

Figure 3-1: Added the Equal Opportunity Program Specialist
directly under the Commanding Officer. Added the
Health Benefits Advisor and the Reserve Coordinator
under the Executive O0fficer. Added one footnote
indicating the 3-M Coordinator is assigmed to the
Maintenance Management Department in CV/CVN and
another footnote indicating that certain Executive

TR L) Y I S Y o & N e R S,

ﬂBB.I-BL-I:l»JlL-D LEyU.I.I.- =y Wil W LUJ. LulleLUuﬂ-& ilacLL.elp
of the billet and to the X0 for administrative
matters.

303.2 ADP SECURITY OFFICER. Added responsibility to maintain
CLIPS document file and changed the frequency for documentation
update from five to three years..

SUM-2
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303.3 CHIEF MASTER-AT-ARMS (CMAA). Reworded BASIC FUNCTION and
J.nc1.uueu rBﬁﬁGﬂBlDlthlEB for the becur:.:y Uz:icer when none :I.B
aggsigned. Deleted requirements where they clearly do not apply
to the CMAAL. {Such as processing new personnel - Personnelman
{PN) responsibility.) Added responsibility for ensuring duty

MAAS perform law enforcement duties.

303.5 COMMAND MASTER CHIEBF (CMA). Added Organizational
Relationahips.

303.6 DRUG/ALCOHOL PROGRAM ADVISOR {(DAPA) Updated DAPA
agssignment ratio.

303.8 EQUAL OPPORTUNITY PROGRAM SPECIALIST (EOPS). New
Addition,.

.303.10 LEGAL OFFICER. Added guidance to consult ard maintain
liaison with a judge advocate when possible.

303.11 PERSONNEL OFFICER. Added guidance for Freedom of
Information Act requests.

303.13 PUBLIC AFFAIRS OFFICER (PAC). Changed title from Public
Affairs Agsistant. Added guidance for Preedom of Information Act
requests.

303.14 RECREATION SERVICES OFFICER. Changed title from Special
Services Officer. Added the recommendation that the Recreation
Services Officer attend the BUPERS Aflcat Management Course.
Added the policy that the Recreation Fund Custodian shall assist
in administering the program.

303.15 SAFETY OFFICER. (Units without Safety Department).
Subgtantially revised Duties, Responsibilities, and Authority to
agree with OPNAVINST 5100.19C {NOTAL}.

303.16 SECURITY MANAGER. Changed responsibility to include
management of command's information and personnel security
program to conform with OPNAVINST 5510.1H. Added the stipulation
that the Security Manager can be a GS-11 or above civilian.

Completely rewrote Duties, Responsibilities, and Authority.

303.17 SECURITY OFFICER. Added policy that the CMAA or an
asgigned officer will assume the Security reaponsibilities when
none ias asgigned. Greatly expanded Duties, Responsibilities, and
Authority to conform with OPNAVINST 5510.1H.

363.20 SNAP SYSTEM COCRDINATOR. Under Organizational

Relationships added that the SNAP System Coordinator on submarine

SUM-3
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tendersg will report to the Executive Officer via the Supply
Officer,

303.21 TRAINING OFFICER. Expanded responsibility of cbtaining
school quotas to management of the formal schools training
program and its attendant requirements. Added the Legal Officer
as an additional one to consult.

303.22 3-M COORDINATOR. Included relationghip under Maintenance
Management Department in aircraft carriers.

303.23 LAY RPADER. Added the regquirement that a lay reader must
have written approval by the gpecific religious body to
administer sacraments prior to the Commanding Officer's
permission to due so.

303.24 HNAVAL RESERVE COORDINATOR. New addition.

304.3 CLAIMS INVESTIGATION BOARD. Added guidance for potential
admiralty claims.

304.4 CONTROLLED MEDICINALS INVEHNTORY BOARD. Changed the board
membership to include enlisted personnel in pay grades E-7, E-8,
or E-9. Replaced the term “Medical Department Repregentative"
with "an individual in pay grades E-7, E-8, or E-9."

304.8 GENERAL MESS ADVISdRY BOARD. Added monthly convening
date.

304.13 NUCLEAR WEAPONS SAFETY COUNCIL. Expanded membership to
include Weapons or Combat Systems Officer, Nuclear Weapons Safety
Officer, First Lieutenant, and the Nuclear Weapons Handling
Supervisor. 1Included the review of Emergency destruction/command
disable under Procedures.

304.15 PHYSICAL SECURITY REVIEW COMMITTEE. New addition.

304.16 PLANNING BOARD FOR TRAINING. Added Naval Reserve
Coordinator and Command Master Chief as members. Included
coordination of formal schools regquirements and scheduling under
Proceduresg. Added the Legal Officer as a member.

304.20 ENLISTED SAFETY COUNCIL. Added policy for commands under
300 personnel that the Enlisted Safety Committee may be combined
with the Safety Council. Changed the convening date from monthly
to quarterly or more often as required.

304.21 SAFETY COUNCIL. Added Security Officer to membership.

304.26 ENVIRONMENTAL COMPLIANCE BOARD. New addition

. SUM-4
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305.3 COMMAND FITNESS COORDINATOR. New Addition

305.4 COMMUNICATIONS SECURITY MATERIAL CUSTODIAN. Deleted
requirements to prepare and post recogmition and identification
signals and shackle and authorization codes.

305.5 CONTROLLED SUBSTANCES BULK CUSTODIAN. Added "Bulk" to
title. Added independent duty corpsman with frequent access to
medicinals as ineligible to be Bulk Cuatodian.

305.11 SHIPS MAINTENANCE MANAGEMENT OFFICER (Non-CV/CVN ships)}.
New addition.

305.12 MESS TREASURER. Added enlisted personnel E-6 and above
with custody or disbursement of public funds as ineligible to be
Mess Treasurer. -

305.13 MESS CATERER. Added coordination with Food Service
Officer for assignment of Mesgs Specialists and Food Service
Attendants. Added policy that when a Supply Officer without
another accountable pogition is Mess Caterer, he or she should
also be Mess Treasurer. Added responsibility for providing
enlisted personnel whose rations are commuted to meas the same
menu ag provided megs members and an appropriate place to dins,
305.14 NAVAL WARFARE PUBLICATIONS CUSTODIAN. Changed title from
COMTAC.

305.16 NUCLEAR WBAPONS RADIOLOGICAL CONTROL OFFICER. New
addition.

305.17 NUCLEAR WEAPONS SAFETY OFFICER. Changed title from
Nuclear Safety Officer. Deleted the requirement that the Weapons
Qfficer/Combat Systems Officer be the Nuclear Weapons Safety
Officer.

305.20 RECREATION FUND CUSTODIAN. Added the requirement to
attend the Afloat Recreational Management Course.

305.21 SECURITY OFFICER. Assigned duties of Security Officer
when none is assigned to CMAA or assigned officer assisted by
CMAA ag collateral duties.

305.22 TOP SECRET CONTROL OFFICER. Substantially revised
Duties, Responsibilities, and Authority.

205.24 WITNESSING OFFICIAL. Changed title from Witnessing
Officer.
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31 HEADS OF DEPARTMENTS. Amplified statement of defects

—d _._ 3 — i
equired upon detachment.

H

311.2 DEPARTMENT TRAINING OFFICER. Added responsibility to
asgist the Department Head in review of Personnel Qualification
Standards (PQS) and training records.

315. AIR WING COMMANDER. Amplified organizational relationship
with carrier Commanding Officer.

316. AVIATION OFFICER. Added the exception to helicopter
detachment 0ICs being the Aviation Officer on LPDs. If an
Aviation Officer is permanently assigned on a LPD, he will remain
the Air Department Head.

316.1 HELICOPTER CONTROL OFFICER. Added to platform types,
ships with helicopter detachments embarked and LPD class ships.
Under Organizational Relationships, replaced Weapons Officer with
Aviation Coordinator/Aviation Facilities Manager.

317. COMMUNICATIONS OFFICER. Included computer diskettes in the
security program and added responsibility for security within the
radio mpaces.

320. ENGINEER OFFICER. Added responsibilities for establishing
an organization qualified to monitor Engineering Department
related work; personal inspection of boilers, reduction gears,
condensers, oil sumps, and main engines prior to closure; and
operatlon of egquipment to achieve fuel economy. Added

Auxiliaries Officer as an assistant.

321. FIRST LIEUTENANT. Added responsibility for operation,
maintenance, and care of ship's booms and winches (except winch
machinery) asscociated with amphibious, replenishment, salvage,
and mine sweeping operations.

322. MEDICAL OFFICER. Added responsibilities for medical
treatment and assignment of HIV (+) personnel and for providing

N . .
guidance concerning smcking in certain areag and itsgs potential

impact ¢n health. Deleted the Supply Department as a possible
asgignment for medical personnel on ships with no Medical
Officer. Added NAVREGS 1990 statement concerning duties while in
a combat area during armed conflict.

323. NAVIGATOR. Added responsibility for providing feedback to
Defense Mapping Agency and the Oceanographer of the Navy on
comparison of chartered depths and observed soundings. Added
regquirement for consulting with the CO concerning use of pilet
and tugs when entering pilot waterg. Deleted reguirement for
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winding chronometers as they are now battery powered qQquartz
style.

324. OPERATIONS OFFICER. Substantially revised portions of
General and Specific Duties,

324.1 COMBAT INFORMATION CENTER (CIC) CFFICER. Included Combat
Direction Center (CDC) as a subsgtitute for CIC on some ships.
Rewrote major portions of Specific Duties.

324.2 ELECTRONICS MATERIAL OFFICER (EMO). Amplified the
exclusion of weapons control radars in non-CV/CVN class ships
from EMO responsibilities.

324.3 ELECTRONIC WARFARE OFFICER (EWQC). Added policy that on

CV/CV class ships, EWO may report to CIC Watch Officer (CICWO)
or EMO. -

324.5 OQCEANOGRAPHY OFFICER. Added responsibility for feedback
to Defense Mapping Agency and Oceancographer of the Navy on
product adequacy and c¢overage. Added responsibility for
additional duty support tc embarked staffs and flags.

3125. RBACTOR OFFICER. Deleted BUPERS assignment policy based on

anmiAari = Noalarad v‘nunnﬂﬂ1h111l‘!l o oy v ﬂnmann ard Araanal e
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investigations. Added respon51b111ty for nuclear fuel reports.
Added a Reactor Training Assistant as an assistant to the Reactor
Cfficer.

325.4 REACTOR TRAINING ASSISTANT. New addition.

328, SUPPLY OFFICER. Amplified position of Commanding Officer
as Contracting Authority and Supply Officer as additional
Contracting Officer for the command.

329. WEAPONS OFFICER. Deleted responsibility for air and deck
departments functions (when not separate) and added under
OPERATIONS OPFFICER. Changed name of Misgile Officer to Fire
Control Officer. Assigned the duties of the Nuclear Weapons
Qfficer to the Weapons Officer.

330. SAFETY OFFICER. Substantially revised Specific Duties to
agree with OPNAVINST 5100.19C (NOTAL).

331. COMBAT SYSTEMS OFFICER. Revised Figure 3-2, Sample Combat
Systems Organization. Agsigned the Weapons Officer the
¢ollateral duty of Nuclear Weapons Officer. Expanded the
explanation of assistance by the Electronics Material /Blectronie
Readinesas Officer and deleted responsibilities that beleong

SoM-7
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directly to the EMO/ERCO. Included Strike Officer as an
agsistant.

331.1 SYSTEM TEST OFFICER. Added responsibilitieg to maintain
CSSL, act as Technical Librarian, assist CS50 with configuration
management, control software configuration, be the primary CSOOW,

Fa - oDn -1 TSTT, =1 pversee FAOAMNDEC dmanm = e m am s
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serve on the CSTT, SERT, and and oversgsee Co5U0S5 LCraining.

332. LEGAL QFFICER. Added guidance on informing the Executive
Officer concerning legal matters on which he has advised the
Commanding Officer.

333. COMMAND CHAPLAIN. Added MNMAVREGS 1990 statement concerning
duties while in a combat area during armed conflict.

334. MAINTENANCE MANAGEMENT OFFICER. New addition.

361, DIVISION OFFICER. Included responsibility for encouraging
financial management, promoting equal opportunity, and
discouraging indebtedness, and alcohol abuse. Added sexual
harassment as an example of improper personal behavior to be
suppressed.

365, DIVISION DAMAGE CONTROL PETTY OFFICER (DCPO). Conscolidated
some responsibilities under completion of all required PMS for
damage control.

370. MARINE DETACHMENT AFLOAT. Deleted General Functions and
added Appropriate Duties, Inappropriate Duties, Additional
Duties, Special Assignments, and References.

371.1 SHIP COMBAT CARGO QOFFICER. Added LHD to list of ships
with Combat Cargo Officers.

384. REPORTING REQUIRED FOR LIAISON. Added Tactical Action
Qfficer to the chain of communication.

CHAPTER 4: WATCH ORGANIZATION,

401. ASSIGNMENT OF WATCH OFFICERS. Deleted JAG officers from
the list of officers with limited assignments.

406. USE OF DEADLY FORCE. New addition. Replaced

] . . . ]
" ™
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alite Unter whicn
May Be Used by Security Force Personnel”.

421. THE DECK LOG. C(Clarified entries for changes in statusg of
ship's persconnel.

SUM-8
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422. THE MAGNETIC COMPASS RECORD. BEntire section substantially
revised for clarification.

430.1 COMPOSITE WARFARE COMMANDER DOCTRINE. Clarified that the
Composite Warfare Command (CWC) doctrine was developed for ships
and staffs operating in Battle Groups or Battle Forces.
Streamlined CWC doctrine discussion. Replaced figure 9-1 to
agree with NWe 10-1.

431.1 COMMAND DOTY QFFICER UNDERWAY. Added responsibility to
coordinate the man aloft program and to be familiar with ship's
HERP/HERO restrictions.

431.2 TACTICAL ACTION OFFICER (TAO). Clarified and expanded TAO
regsponsibilities and command relationahips.

431.3 OFFICER OF THE DECK UNDERWAY (0OQ0D). Added relationship
between 0OOD and TAO. )

.4 JUNIOR OFFICER OF THE DECK UNDERWAY (JOOD). Added JOQD

431
h-'l:t.. _____ vy

8 uld be "as requ:.reu uur:.ng \.OIIDJ.C].OII V.

431.6 CIC WATCH OFFICER. Added relaticonship between CICWO and
TAO. Added reporting responsibilities of the Sonar Supervisor.

431.7 COMMUNICATIONS WATCH OFFICER. New addition.

431.9 DAMAGE CONTROL WATCH OFPICER. Added respongibility to

report to 00D any discrepancies between division reports and the
entrieg in the material condition of readiness log.

=8P A =4 ) BAMEER W Tot M o R amy e e m e . e W T E -

432.1 BOATSWAIN'S MATE OF THE WATCH (BMOW). AaAdded BMOW should
be "as regquired" during Conditicn IV.

432.2 LOOROUTS, SKY AND SURFACE. Added signalman may serve as
forward lookout during independent ship exercises.

435.1 QUARTERMASTER OF THE WATCH. Added responsibility for BMOW
duties when none is stationed. '

436. SERGEANT OF THE GUARD., Added responsibility for the
familiarization with governing instructions such as Use of Deadly
Force,

437. CONDITION IV. Annotated figure 4-2 to include "as
regquired" and "if assigned®” notes.

440. WATCH ORGANIZATION IN-PORT. Annotated figure 4-3 to
include "if assigned’ notes.

SUM-9
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441.6 BOAT OFFICER/COXWAINS. Added requirement for Boat
Officers to complete the Small Boat Officer PQS and be certified
by the Commanding Officer.

441.8 COMMUNICATIONS WATCH OFFICER. Amplified CWO basic
function. Added responsibility for material and physical
security within radio spaces.

442.1 PETTY OFFICER OF THE WATCH (POOW). Added responsibility
for POOW in submarines to observe and log draft readings hourly.

443.4 SECURITY WATCHES AND PATROLS. Added responsibility for
familiarization with governing instructions such as Use of Deadly
Force,

CHAPTER 5: GENERAL GUIDANCE AND REGULATIONS

510.3 ALCOHOL. Referenced Navy Regulations, Article 1150, for
prohibition of alcoholic liquors for beverage purposes on board
any ship, ce¢raft, aircraft, or in any vehicle of the Department of
the Navy.

510.7 BERTHING. Added smoking in berthing spaces is governed by
SECNAVINST 5100.13A.

510.12 CONTAGIOUS AND COMMUNICABLE DISEASES. Added medical

treatment and assignment of HIV(+) personnel is governed by
SECNAVINST 5300.30C.

510.15 DISCLOSURE OF DRUG AND ALCOHOL ABUSE INFORMATION. Entire
section substantially revised.

510.17 ELECTRICAL AND ELECTRONIC EQUIPMENT. Added reference for
prohibited personally owned electric/electronic equipment.

510.23 HEALTH, SANITATION, AND MESSING. Added requirement for
reporting for medical treatment for HIV.

510.34 MOTOR VEHICLES. Deleted the requirement for U.S.
Government operator's permit for non-emergency type vehicles
under one ton.

510.36 NAVAL CUSTOMS, CEREMONIES, AND TRADITIONAL EVENTS. New
addition. Covers standards of conduct during these events
emphasizing adherence to current directives and policies,
especially those governing equal opportunity and sexual
harassment.

SUM-10
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510.38 OUTFITS, UNIFORMS, AND CLOTHING. Added requirement for
leather shoes aboard ships and specified when poromeric shoes can
be worn.

510.39 PAINTING. Added the prohibition of discarding paint or
other hazardous material in an unauthorized method. Added
regquirement for return of materials to paint locker unlegsa prior
approval hag been obtained.

510.43 PETITIONS, PROTEST, AND DISSIDENT AND RELATED ACTIVITIES.
Added paragraph on prohlbition of military personnel from
participation in organizations that attempt to deprive
individuals of their civil rights. Added the prohibition of
membership by military personnel in certain labor organizations.

510.47 PROFANE LANGUAGE. Deleted in deference to its
prohibition by UCMJ articles 117 and 134.

510.48 REFUSE, RUBBISH, TRASH, GARBAGE, HAZARDOUS WASTE, OILS,
AND OILY WASTE DISPOSAL. Added guidance for disposal cof medical
waBte.

510.59 SMALL ARMS. Entire section substantially revised
following SECNAVINST 5500.29B.

CHAPTER §: UNIT BILLS

620.1 BERTHING AND LOCKER BILL. Added smoking in berthing
spaces is governed by SECNAVINST 5100.13A.

620.2 CLEANING, PRESERVATION, AND MAINTENANCE BILL. Amplified
positioning of compartment markings. Added requirement for
return of materials to paint locker unless prior approval has
been obtained. Added responsibility for First Lieutenant to
follow environmental protection regulations and laws in
maintaining exterior cleanliness and preservation.

620.5 OFFICIAL CORRESPONDENCE AND CLASSIFIED MATERIAL CONTROL

- A A - -
BILL. Added requirements for psriocdic clean-cut and destruction

of 0ld or unneeded documents. Added requirement for classified
cover sheet on routed documents. Added requirement for retention
of classified disclosure records for five years. Changed number
of required witnessing officials for deatruction of Secret
material from one to two. Reduced the size of the sample routing
stamp .

620.6 ORIENTATION BILL. Added requirement for indoctrination in
security, crime prevention, loss prevention, anti-terrorigm, and

local threat conditions. Deleted responszbzllty of CMAA in

SoM-11
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supervising and coordinating indoctrination. Added the following
to the list of indoctrination subjects: TQL, career benefits and
educational services, personnel procedures and legal services,
morale and religious services, equal opportunity/human resource
management, drug and alcohol abuse, medical and dental services,
safety, vehicle regulations, energy awareness/environmental
control rules, standards of conduct, and the ombudaman program.

620.10 SECURITY FROM UNAUTHORIZED VISITORS BILL. Added specific

penalties under Section 21 of the Internal Security Act of 1950

for violation ©of orders or regulations issued for protection or
—A-. 2
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620.11 SECURITY WATCH AND ANTI-TERRORISM BILL. Entire section
rewritten to include anti-terrorism.

630.1 BOAT BILL. Changed the requirement for the navigator or
gsenior QM to accompany the first bocat run in all cases. Added
the recommendation to create a lee, when practicable, for
hoisting or lowering boats.

630.8 HEAVY WEATHER BILL. Deleted reference to mooring wires.

630.15 RESCUE AND ASSISTANCE BILL. Added 4 SAV-A-LIFE balls
and 1 Stokes litter with flotation assembly for bocat regcue
equipment. Changed the J-bar davit reguirements from 750 l1lb SWL
minimum to 500 1lb SWL minimum. Added two 50 pound sandbags to
nets, hoisting slings and trail line to stokes litter, and four
SAV-A-LIFE balls for ship deck recovery equipment.

630.16 RESCUE OF SURVIVORS BILL. Changed responsibility for
assigning temporary bunks to survivors from CMAA to XO/designated
department head.

630.17 EQUIPMENT TAG-OUT BILL. Included working aloft, diving
operations, and dress ship condition as some examples of when
equipment tag-out procedures are necessary. Added responsibility
for Work Center Supervisor to sign Tag-out tags as authorizing
officer. Added definition of work center representative.

630.18 DIVING BILL (DIVERS). Changed to improve safety of
divers and added requirement for a Diving Safety Check-off List
tailored for each individual unit. Added a sample checklist with
aspociated documentation. Changed the physical examination
requirement from annual to every five years.

630.21 SPECIAL SEA AND ANCHOR DETAIL BILL. Table 6-5, added
under the 2 HOUR section the reqQquirement for a formal getting

undearwav h-r'ln'F added thae use of 'v:l'llrln talkieg as back.:p for
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communications. Table-6-6, added under 1 HOUR section the
requirement for entering port or restricted waters brief.

630.23 VISIT AND SEARCH, BOARDING AND SALVAGE, AND PRIZE CREW
BILL. Substantial revision of this bill included breakdown of
categories into Approach and Visit, Vvisit and Search, and Support
for Law Enforcement with extensive descriptions of each.

640.1 GENERAL EMERGENCY BILL. Deleted requirement for DCA to be
at scene of emergency. Changed leocation of X0 from the bridge to
DCC or CCS. Expanded the duties of the Fire Marshall at the
scene. Renamed designated Personnel of the Mobile Repair Party
as the Inport Emergency Detail. Added responsibility of CO to
adjust MOPP levels based on threat assessment. Added

responsibility of DCA to assume MOPP levels as ordered.

640.2 AIRCRAFT CRASH AND RESCUE BILL. Added requirement for
officer with responsibility for this bill to have a copy of the
Rescue Information Manual.

n

40.3 E

EM/IC.
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640.5 MAN OVERBOARD BILL. Reduced qualified rescue swimmer
requirement in boat from three to one.

650.3 PRISONERS OF WAR BILL. Included the Weapons Officer (or
Combat Systems Officer) assisted by the CMAA as possible
responsible persons to execute this bill along with the First
Lieutenant. Added responsibility to take custody of all arms,
ammunition, and military equipment (lesa communications gear).
Added responsibility of Intelligence Officer or Communications
Officer to take custody of communications related equipment.

650.4 STRIP SHIP BILL. New addition.

650.5 TROOP LIFT BILL. Designated duties of Weapons Officer (or
Combat Systems Officer) to First Lieutenant if none is assigned.

CHAPTER 7: SAFETY. Entire chapter substantially revised to
conform to the Afloat and Aviation Safety Programs, the NAVOSH
Program Manual, the NAVOSH Manual for Forces Afloat, and the Risk
Assessment and Risk Management Program. CAREFUL ATTENTION TO
THIS CHAPTER IS RECOMMENDED AS THE CHANGES ARE EXTENSIVE AND
SIGNIFICANT.

CHAPTER 8: TRAINING

814.1 CONTENT OF INDOCTRINATION TRAINING. Added the Maintenance
Training Improvement Program (MTIP) for aviation ratings.

SUM-13
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CHAPTER S9: SHIP MAINTENANCE AND MODERNIZATION.

950. THE NAVAL AVIATION MAINTENANCE PROGRAM (NAMP). Expanded
the description of the spirit and intent of the NAMP,

T DIRECTIVES SYSTEM. Added articles on the
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CHAPTER 1
UNI' T ADM NI STRATI ON

100. INTRODUCTION. Units of the Navy are called upon to inple-
ment various peacetine and wartinme policies of the Nation. Naval
units, and the personnel assigned to them nust therefore be
capabl e of performng a broad variety of activities effectively
and efficiently within the nyriad of operational environnents
representative of current Navy mi ssion. The evolution of Navy
m ssions and the threat to naval units in fulfilling command

m ssions nakes it inperative that naval personnel be imredi ately
capabl e of correctly interpreting conmand objectives and
executing conplex actions in consonance with their
responsibilities. Individuals and functional teans within the
Naval unit nust performtheir responsibilities rapidly,
efficiently, and effectively to contribute to a coordi nated
attai nment of command task and m ssion objectives. It is

i ncunbent upon officers and ot her key personnel within the chain
of command to prepare their work force for neeting these
responsi bilities through acquiring and di ssem nating a clear
under standi ng of unit organi zati on and the neani ng of

adm nistration with regard to acconplishnent of the comrand

m ssions. Experience has shown that operational readiness is
primarily a matter of internal devel opnent. Morale, training,
and mai ntenance of material are essential for optinmmreadi ness.
Proper adm nistration of the unit pronotes and sustains these
three factors.

100.1 RELATIONSH P TO OTHER GUI DANCE. This instruction issues
rel evant naval regulations and standard organi zati on requirenents
applicable to the adm nistration of naval units. Additiona
standard requi renents Navy-w de for specific types of units,
established by the type commander or higher authority, are

i ntended to suppl enent the Navy-w de gui dance provided by this
instruction and serve to aid conmandi ng officers and executive
officers in admnistering their units in the best possible
manner. Simlarly, systens comands establish standard

requi renents for the maintenance and use of equi pnent under their
cogni zance. None of the guidance in this instruction is intended
to contravene or supersede any provision of |law, or other order,
directive, or issuance of conpetent authority.

110. ELEMENTS OF ADM NI STRATION. Adm nistration represents the
machi nery by whi ch an organi zati on plans and acconplishes its
assigned responsibilities. In practice, admnistration is
conprised of certain fundanental elenents including planning,
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or gani zati on, command and control, and commrunications. Experi -
ence has denonstrated that issuance of standard organi zati onal
systens and procedures in witing fosters the use of the best
avai |l abl e techniques for admnistration. Additionally, it
provides for uniformty of operations in light of the continuing
turnover of personnel within the naval service.

120. PLANNING The first element of adm nistration is planning
whi ch invol ves devel oping a sel ected course of future action.

Pl anning hel ps the unit to decide in advance what to do, howto
do it, when to do it and who is to do it. Naval Operationa

Pl anning, NW 11 (NOTAL), gives details of planning operations,

| ogi stics, comuni cations, intelligence, and psychol ogi cal
warfare. Al though a good plan generally provides well-defined
objectives, it nmust al so be bal anced and flexible. In cases
where tactical situations nmay require changes to neet unexpected
operational needs, the Conmanding O ficer should carry out the
nost expeditious and effective alternative. In addition to the
operational aspects of planning, procedures for the adm nistra-
tive support of the unit must be established to ensure coordi na-
tion of all adm nistrative activities. The specific elenents
requiring careful attention include all areas of records manage-
ment; such as directives (which will be discussed nore fully in
Chapter 10), filing, disposal, nmail nmnanagenent, correspondence,
reports and fornms control, personnel comunications, space
managenent, equi pment sel ecti on and managenent, and staffing.

130. ORGANI ZATION. Organization is the el enent of adm nistra-
tion which entails the orderly arrangenent of materials and
personnel by functions in order to attain the objective of the
unit. Organization establishes the working relationship anmong
unit personnel; establishes the flow of work; pronotes teamwork;
and identifies the responsibility, authority and accountability
of individuals within the unit. |In planning an organi zation, the
following definitions are appropriate.

130.1 ACCOUNTABILITY refers to the obligation of an individual
to render an account of the proper discharge of his or her
responsibilities. This accounting is nade to the person to whom
the individual reports. An individual assigned both
responsibility and authority al so accepts a conmensurate
accountability, which is the requirenent that he or she answer to
his or her superior for his or her success or failure in the
execution of his or her duties.

130.2 AUTHORITY is the power to conmand, enforce | aws, exact
obedi ence, determ ne, or judge.

130.3 DELEGATING is the assigning of a superior's authority to
act to a subordinate. Authority may be del egated; however,
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responsi bility may never be delegated. Refer to Navy Regul ations
(1990) articles 0702, 0802, 0927 concerning the perm ssible scope
and neani ng of del egation of authority.

130.4 DUTIES refer to the tasks which the individual is required
to perform

130.5 RESPONSIBILITY is 1) The obligation to carry forward an
assigned task to a successful conclusion. Wth responsibility
goes authority to direct and take the necessary action to insure
success and 2) The obligation for the proper custody, care, and
saf ekeepi ng of property or funds entrusted to the possession or
supervi sion of an i ndividual.

131. PRI NCI PLES OF ORGANI ZATION. The principles applicable to
devel opi ng an organi zation include unity of command, span of
control and del egation of authority.

131.1 UNITY OF COWWAND. Unity of conmmand ensures that a nenber
reports directly to and receives orders fromonly one individual.
One person nmust have control over one segnent of the organization
and that individual is responsible for issuing all orders and
receiving all reports fromthat segnent. To ensure all personnel
know whom they direct and to whomthey report, the |ines of
authority nust be clearly established.

131.2 SPAN OF CONTROL. Span of control refers to the ideal
nunber of people who can be supervised effectively by one person,
but al so recogni zes the scope of the assigned functional respon-
sibilities and the tine available to the supervisor. Odinarily,
a supervisor should be i mediately responsible for not |ess than
three nor nore than seven individuals.

131.3 DELEGATI ON OF AUTHORITY. Authority should be delegated to
the | owest |evel of conpetence comensurate with the

subordi nate's assigned responsibility and capabilities. The
princi pl es of delegation also recognize, however, that officers
at all levels are accountable ultimately for the performance of
their organi zational segnments even if they have charged
subordinates with i mredi ate authority for managi ng certain
functions.

132. ORGANI ZATI ONAL STRUCTURE. An effective organization wll
exhibit three basic features:

a. The general pattern of the organization should be

designed to carry out the goals and objectives of the
organi zation in the nost effective and efficient way possible.

1-3 Encl osure (1)



OPNAVINST 3120.32C
11 April 1994

b. Al essential functions of the organization nust be
delineated as to specific responsibilities for appropriate
segnents of the organization

c. There nust be a clear definition of individual duties,
responsi bilities, authority, and organi zational relationships.

132.1 STEPS IN SETTI NG UP THE ORGANI ZATI ON. To establish an
or gani zati on whi ch acconplishes the above features certain steps
shoul d be foll owed:

a. Prepare a witten statenent of m ssions, objectives and
functional tasks necessary to acconplish these objectives.

b. Famliarize all involved in planning the organization
with the principles of organization.

c. Goup the functions logically so they can be assigned to
appropriate segnents of the organization.

d. Prepare organization nmanual s, including organizational
charts and functional billet descriptions, for personnel
aut hori zed for peacetinme through Mt2 (nobilization plus 2 days)
assi gnment .

e. Docunent policies and procedures of the organization in
writing.

f. Indoctrinate key personnel on their responsibilities,
authority, and individual and group rel ationships.

g. Set up controls to ensure achi evenent of the organiza-
tion' s objectives.

h. Once established, the organizational structure should be
continuously reviewed to ensure it is current with and responsive
to changes in the assigned responsibilities of the comand.
Conduct manpower reviews at |east annually and submt necessary
manpower change requests per OPNAVI NST 1000. 16H

140. COMVAND AND CONTRCL

141. COWAND. Command is the authority which a commander in the
mlitary service lawfully exercises over his or her subordinates

by virtue of rank or assignnent. Command includes the authority

and responsibility for effectively using avail abl e resources and

for planning the enpl oynent, organizing, directing, coordinating,
and controlling of mlitary forces for the acconplishnment of
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assigned m ssions. Command includes responsibility for pronoting
the health, welfare, norale, effectiveness, and discipline of

assi gned personnel. Effective command requires nmastery of

| eadershi p and communi cation skills, and the ability to notivate
unit personnel to nake personal sacrifices to attain conmand

obj ecti ves.

141.1 MOTIVATION. Units recognized as highly successful in
nmeeti ng assigned responsibilities are typically well organized
and are staffed by personnel commtted to supporting the objec-
tives of the command. Factors affecting notivation include:

cl ear comruni cati on of conmand obj ectives, unanbi guous defi ni -
tion of authority and responsibility, and a commtnent by the
chain of command to recognize initiative and excell ence as wel |l
as deficient performance.

141.2 LEADERSH P. Good | eadership is of primary inportance in
that it provides the notivating force which | eads to coordinated
action and unity of effort. Personnel |eadership nust be
conmbined with authority since a | eader nust encourage, inspire,
teach, stinulate, and notivate all individuals of the

organi zation to performtheir respective assignnents well,
enthusiastically, and as a team Leadership nust ensure equity
for each nmenber of the organization. Concerning actions in his
or her area of responsibility, the | eader should never allow a
subordinate to be criticized or penalized except by hinself or
hersel f or such other authority as the |aw prescri bes.

141.3 AUTHORITY WTH N THE COWAND. Wile the exercise of
command is in many respects dependent upon the notivation of

assi gned personnel through personal | eadership, the specific
authority to direct the actions of assigned personnel is vested
in officers and petty officers within the chain of conmand as a
function of general authority of rank or rating or as a result of
organi zati onal authority which emanates from assi gnnent to
specific billets within the organization. Authority is granted
to individuals within the Navy only in the fulfillnment of
assigned duties and commensurate with their responsibilities and
accountability. Authority is subject to certain limtations and,
in many cases, requires specific delegation within the conmmand
structure.

141.4 GENERAL AUTHORITY. All persons in the naval service are
required to aid, to the utnost of their ability and extent of
their authority, in maintaining good order and discipline in al
matters concerned with the efficiency of cormand. All persons in
t he naval service have the responsibility to exercise proper
authority over those persons subordinate to them Conversely,

all persons in the naval service are charged to obey readily and
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strictly, and to execute pronptly, all lawful orders of their
superi ors.

141.5 ORGAN ZATI ONAL AUTHORI TY. Organi zational authority
derives frombillets assigned officers and petty officers within
the organization. Al officers, warrant officers, and petty

of ficers have the authority necessary to fulfill their assigned
duties and responsibilities.

141.6 ACCOUNTABILITY. In connection with general and
organi zati onal authority, the principles of accountability
i ncl ude:

a. Each individual, regardless of rank or position, is fully
accountable for his or her own actions, or failure to act when
required.

b. Leaders and supervisors have a duty to assign clear |ines
of authority and responsibility, reaching to the individual
| evel, for all activity within their organization.

c. Leaders and supervisors have a duty to provide their
subordi nates the resources and supervi sion necessary to enable
themto neet their prescribed responsibilities.

d. Leaders and supervisors have a duty to hold their
subordi nat es accountable, and to initiate appropriate corrective,
adm ni strative, disciplinary, or judicial action when individuals
fail to neet their responsibilities.

141.7 LIMTATIONS OF AUTHORI TY. Authority includes the right to
require actions of others by oral or witten orders. Oders nust
be | awful and nust not be characterized by tyrannical or
capricious conduct, or by abusive | anguage. Organizati onal
authority beyond that necessary to fulfill assigned duties and
responsi bilities should not be delegated. Authority should never
be del egated beyond the | owest |evel of conpetence and nay be
l[imted by command.

142. CONTROL. The "control"™ aspect of conmand and control

i nvol ves neasuring performance and, where deficiencies exist,
provi ding corrective action. The control process requires that
the unit commander establish standards, neasure perfornmance

agai nst these standards, and require correction where deviations
from standards exist. Two types of controls are discussed here:
t he Managenent Control Program (MCP), and individual perfornmance
control s.

142. 1 MANAGEMENT CONTRCOL PROGRAM  Commandi ng officers are
responsi bl e for ensuring that resources under their purview are
used efficiently and effectively, and that prograns and
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operations are discharged with integrity and in conpliance with
applicable |l aws and regul ations. The MCP was established to
fulfill this requirenent in conpliance with the Federal Managers'
Financial Integrity Act (FMFIA) of 1982 (31 U S.C. 3512),
SECNAVI NST 5200. 35D, OPNAVI NST 5200. 25C and associ at ed
directives. The MCP is one tool available in the discharge of
this duty. Oher tools such as the Command | nspection Program
command eval uation reviews and anal yses, and individual audits
and investigations are available as well. Inplenentation of the
MCP at each command is thus a | eadership decision for the
commandi ng of ficer on how best to ensure that the goals of the
programare net. In general, managenent controls are the
organi zation, policies, and procedures used to reasonably ensure
that (1) prograns achieve their intended results; (2) resources
are used consistent with agency m ssion; (3) prograns and
resources are protected fromwaste, fraud, and m smanagenent;
(4) laws and regul ations are followed; and (5) reliable and
timely information is obtained, naintained, reported and used for
deci sion maki ng. The program for inplenmenting nanagenent
controls should have the followi ng basic el enents:

a. Cear responsibility for MCP managenent and the
per f ormance of managenent control eval uations.

b. Inventories of assessable units, segnented al ong
organi zational, functional, and/or programlines. An alternative
nmet hodol ogy can be foll owed, provided equivalent results are
obtained while still identifying vital managenent controls.

c. Effective, continuously nonitored and inproved nanagenent
controls associated with progranms. Mnitoring efforts should be
docunented. Both controls and nonitoring neasures shoul d be
designed to maxi m ze the use of existing managenent eval uation
data and mnimze the creation of new processes and procedures
solely to execute the MCP

d. Processes for identifying, reporting, and correcting
mat eri al weaknesses, which are instances where nmanagenent
controls are not in place, not used, or not adequate. Again,
maxi m ze the use of existing processes.

e. Effective training and clear accountability for
i ndividuals with responsibility for systenms of control, including
subordi nat e conmanders or comrandi ng officers, if any.

142.2 | NDI VI DUAL PERFORMANCE CONTROLS. The i ndi vi dual
performance control process also requires that the unit comrander
establish standards, neasure performance agai nst these standards,
and require correction where deviations from standards exist.
Resorting to the withholding of privileges and extra mlitary

i nstruction should occur only when counseling and normal training
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fail to acconplish the necessary objective. Such actions nust be
bal anced by recognition of exenplary behavior and performnce.

a. ADM NI STRATI VE CORRECTI VE MEASURES. Puni shnent may only
be inmposed through judicial process or nonjudicially through
Article 15 of the Uniform Code of MIlitary Justice (UCM]).

Aut hority to adm ni ster nonjudicial punishnent is carefully
reserved by UCMI to certain comanders, conmanding officers and
officers in charge. In addition to punishnment, the Manual for
Courts-Martial (MCM and Manual of the Judge Advocate Ceneral
(JAGVAN) (JAQ NST 5800. 7C) recogni ze and aut hori ze nunmerous non-
punitive corrective neasures. These are discussed in depth

bel ow.

b. PCLI CY CONCERNI NG NON- PUNI TI VE CORRECTI VE MEASURES. To
establish consistency within the Navy, the followi ng policy is
est abl i shed.

(1) Extra Mlitary Instruction (EM)

(a) Definition. Extra mlitary instruction is
instruction in a phase of mlitary duty in which an individual is
deficient and is intended to correct that deficiency. Extra
mlitary instruction is an adm nistrative neasure authorized
under Part 11, MCM (Rules for Courts-Martial (R C.M) 306(c)(2))
and Part V, MCM 1984 as a bonafide training device intended to
i nprove efficiency of a coommand or unit and nust, therefore, be
genui nely intended as such. It nust not be used as a substitute
for punitive action appropriate under the UCMI. Extra
instruction assigned nmust be logically related to the deficiency
to be corrected.

(b) Inplenentation. Extra mlitary instruction
n the Navy shall be inplenented, when required, within the
wing limtations:

W t hi
ollo

1. EM wll not normally be assigned for nore
than 2 hours per day.

2. EM may be assigned at a reasonable tine
out si de normal worki ng hours.

3. EM wll not be conducted over a period that
is longer than necessary to correct the performance deficiency.

4. EM should not be assigned on nmenber's

Sabbat h.

5. EM wll not be used as a nethod of depriving
normal |iberty. A nmenber who is otherwise entitled to |iberty
may commence nornmal |iberty upon conpletion of EM.
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(c) Authority. Authority to assign EM to be
performed during working hours is not limted to any particul ar
rank or rate. It is an inherent part of that authority over
subordinates which is vested in officers and petty officers in
connection with duties and responsibilities assigned to them
Aut hority to assign EM to be perfornmed after working hours rests
in the conmandi ng officer or officer in charge but nay be
del egated to officers and petty officers in connection with
duties and responsibilities assigned to them Adm nistration of
EM wthin the Navy shall be nonitored by superiors in the chain
of command as part of their normal supervisory duties. Authority
shoul d not be del egated bel ow the | owest | evel of conpetence.

Aut hority to assign EM during working hours may be w t hdrawn by

any superior if warranted. Authority to assign EM after working
hours may be wi thdrawn as provided in del egation of authority of

t he commandi ng officer or officer in charge.

Duties and responsibilities should also be withdrawn if wth-
drawal of authority is considered appropriate. Delegation of
authority to assign EM outside of working hours to responsible
of ficers and senior petty officers is encouraged. Odinarily
such authority should not be del egated bel ow the chief petty
officer level. However, it is enphasized that delegation is the
prerogative of the commandi ng officer and he/she is expected to
exerci se his/her independent judgnment in determning the
appropriate | evel, based on the situation prevailing in his/her
conmmand.

(2) WTHHOLDI NG OF PRI VI LEGES. Tenporary w t hhol di ng of
privileges is authorized under RC. M 306(c)(2) and Part V, MM
1984 as another adm nistrative corrective neasure that nmay be
enpl oyed by superiors to correct infractions of mlitary regula-
tion or performance deficiencies in their subordi nates when
punitive action does not appear appropriate due to the m nor
nature of the infraction or deficiency. A privilege is a
benefit, advantage, or favor, provided for the conveni ence or

enj oynent of an individual. Exanples of privileges that may be
tenporarily withheld as adm nistrative corrective neasures are
special liberty, exchange of duty, special conmand prograns, base

or ship libraries, base or ship novies, base parking and base
speci al services events.

(a) Authority. Final authority to withhold a
privilege, however tenporary, nust ultimately rest with the |eve
of authority enpowered to grant that privilege. Therefore,
authority of officers and petty officers to withhold privil eges
is, in many cases, limted to recomendati ons via the chain of
command to the appropriate authority. O ficers and petty
of ficers are authorized and expected to initiate such actions
when consi dered appropriate to renedy mnor infractions as
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necessary to further efficiency of the command. Authority to

wi thhol d privileges of personnel in a liberty status is vested in
t he commandi ng officer or officer in charge. Such authority may,
however, be delegated to the appropriate echelon, but, in no
event, may the wi thhol ding of such privileges either by the
commandi ng officer, officer in charge, or some | ower echel on be
tantamount to a deprivation of liberty itself.

(b) Inplenentation. |Inplenmentation of tenporary
wi t hhol di ng of privileges will be governed by specific procedures
as prescribed by the cognizant authority enpowered to grant that
privil ege.

(3) EXTENSI ON OF WORKI NG HOURS. Deprivation of nornal
liberty as a puni shnment except as specifically authorized under
the UCMI is illegal. Therefore, except as the result of
puni shment i nposed by article 15, UCMIJ, or by a court-martial, it
is illegal for any officer or petty officer to deny to any
subordinate normal l|iberty or privileges incident thereto as
puni shrent for any offense or mal performance of duty. However,
| awf ul deprivation of normal |iberty may result from other
actions such as authorized pretrial restraint, or deprivation of
normal |iberty in a foreign country or in foreign territorial
wat ers, when such action is deened essential for the protection
of the foreign relations of the United States, or as a result of
international |legal hold restriction. Moreover, it is necessary
to the efficiency of the naval service that official functions be
performed and that certain work be acconplished in a tinely
manner. It is, therefore, not a punishnment when persons in the
naval service are required to remain on board and be physically
present outside of normal working hours, or for the
acconpl i shnent of additional essential work, or for the
achi evenent of the currently required | evel of operational
readi ness. Good | eadershi p and managenent practice requires that
the i nmpact of readiness requirenents and work requirenments on
normal |iberty be kept under continual review. It is expected
t hat supervisory personnel will keep their imredi ate supervisors
i nformed when they intend to direct their subordinates to work
beyond normal working hours.

(4) CONTROL THROUGH RECOGNI TI ON OF PERFORMANCE. I n
addition to the exercise of lawful authorities, officers and
senior petty officers have an equal basic responsibility to
foster continuing attai nment of conmand obj ectives through
recognition of the initiative and exenpl ary performance of
subordinates. All officers and senior petty officers are
expected to conmend their subordinates publicly when appropriate.
Such recognition may include:

(a) Awarding letters of commendati on and appreciation
or recommendi ng such for signature of higher authority.
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(b) Initiating recommendati ons for personal awards.
(c) Assigning preferred duties.

(d) Initiating recomendati ons for special
recognition, such as sailor of the nonth, quarter, year, force,
fl eet, and Navy.

(e) Making recommendations for reenlistnent,
assignment to training schools, education or advancenent prograns
and docunenting exceptional personal performance in enlisted
eval uati ons.

150. COMMUNI CATI ONS. Communi cations |ink together each of the
el enents of administration and apply equally to all of them
Good adm ni stration depends on a snooth, orderly, and constant
flow of information which is received, understood, and accepted
by all those concerned. Conmunications within a unit are
exercised primarily through the plan of the day, personal contact
and by the issuance of unit instructions and notices. The plan
of the day which issues daily instruction to personnel assigned
to the unit, is a key managenent tool. Tinely guidance and
corrective actions desired can be related to the current
activities of the unit, thus providing a daily neans of

comuni cating information necessary for good admi nistrative
command and control .

160. RECORDS AND | NFORMATI ON MANAGEMENT. Administration is a
facilitating function subordinate to other unit functions.
Records managenent is an adjunct to adm nistration. The unit
cannot operate without the information contained in the records
it maintains, yet uncontrolled creation of records |eads to

adm nistrative inefficiency. Efficient adm nistration requires
t he devel opnment of a Records Managenment Program wi thin the
gui del i nes established by higher authority. Al records follow

an identical life-cycle in that they are created, classified,
stored, retrieved when necessary, and returned to storage or
destroyed. In order to manage these activities, the unit nust

establish the follow ng records managenent disciplines in
accordance with the foll ow ng guidelines:

a. Correspondence - SECNAVI NST 5216. 5C
b. Forms - SECNAVI NST 5213. 10D
c. Reports - SECNAVI NST 5214. 2B ( NOTAL)

d. Admnistrative |Issuances - SECNAVI NST 5215. 1C
(Adm ni strative issuances are discussed nore fully in Chapter 10)
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e. Records disposal, storage, and protection - SECNAVI NST
5212.5D

f. Files - SECNAVI NST 5210. 11D
g. Cassified material control - OPNAVI NST S5510. 36

h. SECNAVI NST 5720. 42E shall be referred to concerning al
requests for Departnent of the Navy records that can reasonably
be interpreted as requests under the Freedom of Information Act.
Addi tional Iy, SECNAVI NST 5211.5D nust be carefully foll owed
concerning coll ecting personal information and saf eguardi ng,
mai nt ai ni ng, using, accessing, anmending, and di ssem nati ng
personal information maintained in systens of records.

Particular attention nust be paid to requests for lists of names
and duty addresses or hone addresses or phone nunbers of crew
menbers. See paragraph 510. 37.
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CHAPTER 2

STANDARD UNIT ORGANIZATION

200. PROCESS OF ORGANIZATION. Administration establishes
organization objectives and the overall policies that guide the
organization in the attainment of these objectives. To organize
is to develop and maintain proper relatiomnships between func-
tions, personnel and material assets for the accomplishment of
degired objectives with maximum economy and effectiveness. The
process of organization has two aapects - the mechanical, which
deals with organization structure, and the dynamic, which deals
with the integration of human factors into the organization
structure.

201. MECHANICS OF ORGANIZATION. From the standpoint of
mechanics, organization is defined as the determination of the
activities that are necegsary to accompllsh an identified purpose
and the arrangement of such activities in groups. Mechanica are
basically concerned with structure, and, since they are primarily
static, they can be illustrated in the form of organization
charts or job descriptions.

202. DYNAMICS OF ORGANIZATION. The human element is the primary
factor in the dynamic aspect of organization. U. S. Navy
Regulations place responsibility on the Commanding Officer to
organize the officers and persomnel of hias/her unit.
Organization of the entire command is a primary responsibility
the Executive Officer under the Commanding Officer. Heads of
departments have the duty of organizing their departments for
readiness in battle, including the organization of individuals by
assignments to watches, stations, and duties.

o]
H:

210. BASIS FOR ORGANIZATION. The requirements for battle shall
be the primary basis for the organization of units. This
provision shall also apply, as appropriate, to noncombatant
units. A unit's organization for battle consists of functional
groups headed by key officers who are at specified sgstations and
who control the activities of personnel under their direction.
Such control helpa to ensure the effectiveness of the organiza-
tion 1n carrying out either the plan for battle or variations

Heading the battle organization is the Commanding Officer, who
exercises command and whose responsgibility it is, during action,
to engage the enemy to the best of the unit's ability. He is
assisted by subordinate officers who have cognizance over the
major control functions which include unit operations, weapons
(or combat systems), engineering, damage control and primarxy
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flight control. On ships with embarked Air Wings or detachments
({helo, BOD, etc.) the Air Wing/Detachment Commander or Officer in
Charge is responsible to the Commanding Officer in matters
affecting the readiness of the Air Wing or detachment.

220, STANDARD PATTERN OF ORGANIZATION. A comparison of the
administrative organization and the battle organization imdicates
that the division of personnel in administrative departments
clogely approximates that found in the major battle components.
However, to meet the regquirements of gsound organization
principles, the administrative organization structure must allow
for the carrying out of certain functions which have no place in
battle. 1In the day-to-day routine, the needs of training and
maintenance are emphasized, and certain support measures are
necessary for administrative reasons.

221. MANNING. The unit organization is defined by organi-
zational manning, and the unit‘'s manpower authorization.

221.1 ORGANIZATIONAL MANNING. The delineation by individual
hillets of the qualitative and gquantitative manpower required to
perform the unit's assigned missions as specified in the
Required Operational Capabilities {(ROC) and Projected Operating
Environment (POE) gtatements. Organizational manning require-
ments are issued in Ship and Squadron Manpower Documents.

221.2 MANPOWER AUTHORIZATION (MPA). The qualitative and Qquanti-
tative expression of manpower requirements authorized by Chief of
Naval Operations (CNQ) for a naval activity. It is the single
official statement ©of corganizational manning and billets/
pogsitions authorized. Billets/positions authorized are the
billets/positions approved by the CNO for current operating
conditions and may, depending on the mission of the activity,
represent full organizational manning.

222. DEPARTMENTS OF A SHIP. Except as specified in succeeding
paragraphs and Figure 2-1, each ship shall be organized as
follows:

a. An operations department, or, in ships whose
characteristics require it, a combat systems department and a
ship's control department.

b. A navigation department.

c. A weapons department, or, in ships whose offensive
characteristics are not primarily related to ordnance, a deck
department, or aircraft carriers which shall have both a weapons
and deck department. Specifically authorized ships shall have a
combat systems department instead of a weapons department.
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d. An engineering department.
e. A gupply department.

222.1 DEPARTMENTAL ORGANIZATION. Each department shall have a
head of department. In small commands, an officer may be head

of more than one department. Heads of departmentsg and their
assistants shall be assigned battle stations where they can best
supervise either their regular duties or such battle duties as
the commanding officer may prescribe. The most common types of
ships are shown in the department organization (Figure 2-2) which
is used to determine the departments required in the organization
for each ship type. Deviation should occur only in exceptional
circumstances. The CNO will authorize other departments as may
be necessary.

222.2 DEPARTMENTAL ORGANIZATION VARIATIONS. Exceptions to
departmental organization may be authorized as follows:

a. In surface combatants with complex, integrated combat
systems, and as authorized by the CNO, -a combat systems depart-
ment shall be established in lieu of a weapons department. In
certain classes of spubmarines, the weapons department may be
called the combat systems department.

b. In ships assigned a helicopter detachment, i.e. LAMPS,
VERTREP, there shall be an air department when the detachment is
embarked. The detachment officer in charge shall be the head of
the air department.

¢. In aircraft carriers, LPHs, LPDs, LHDs, and LHAs, there
shall be an air department.

d. In aircraft carriers, tender class ships (AD, As), and
major air capable amphibious class ships (LPH, LHD, LHA}, there
shall be a gafety department.

= T - P T OTLES

e. In aircraft carriers, LPHs, LHDs and LHAsS there shall
an aircraft intermediate maintenance department.

f. In ships with a major communications installation or
task, the CNO will authorize a communications department.

g. In ships assigned a dental officer there shall be a
dental department.

h Trn shinge agairmmad
. il ghlpg assgignec

medical department.

a medical off
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i. 1In air¢raft carriers there shall be an administrative
department.

3. In ships with an assigned judge advocate there shall be a
legal department.

k. In ships with an assigned chaplain there shall be a
chaplain department.

1. In hospital ships, the organization shall not include a
medical or dental department separate from the hospital. The
organization of the hospital shall be as prescribed by the
Chief, Bureau of Medicine and Surgery (BUMED).

m. Deep Submergence Vehicles (DSV), Deep Submergence Rescue
Vehicles (DSRV), and deep submergence systems with crews regu-
larly embarked aboard a DSV/DSRV support ship or deep submergence
system support ship shall retain their basic organization. The
officer-in-charge shall report to the Commanding Officer of the
support ship for readiness matters and to the Executive Officer
for routine administration. In ships which do not have a deep
submergence department, the officer in charge of the detachment
shall assume the duties of deep submergence department head.

n. In aircraft carriers and auxiliary aircraft landing
training ships there shall be a maintenance management
department.

223, DIVISIONS OF A SHIP. The departments shall be organized
into divigions. These divisions are established so that they
may be assigmed as units within the battle organization. The
divigions shall be organized into watches or sectiomns, or both.
Figure 2-3 lists the standard letter or numeral designations for
ship divisions. This establishes uniform designations for all
types of ships. When a division not listed is established, or
when listed functions are combined, the type commander should
assign a designation which conforms closely to the designation in

Figure 2-3.

224. AVIATION UNITS. An aviation unit's organization is based
on primary billets authorized by the CNO. Airecraft squadrong are
organized into departments (Figure 2-4) and divisions under the
Squadron Commanding QOfficer. The Sgquadron Commanding Officer
administers the activities of the departments through the
Squadron Executive Qfficer. Department heads may be assgigned
aggistants to carry out department duties. Unless directed
otherwise, the Squadron Commanding Officer directs the specific
assignmenta of officers., The carrxier Commanding Officer
exercises the sole authority to convene courts-martial on all
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ONE OVER ONE
DEPARTMENT DIVISION OIVISION FUNCTION
EMBARKED STAFF c C-1 ALL ENUSTED SERVING WITH AN EMBARKED STAFF
C-2 ADMINISTRATIVE, OPERATIONS, LOGISTICS AND OTHER CLERICAL
PERSONNEL
c-3 BARGE AND BOAT CREWS, AND DRIVERS
C-4 OROERLIES, MESSING AND ASSOCIATED SERVICES
EXECUTIVE/ADMINISTRATION X xi ADMINISTRATION PERSONNEL ASSIGNED TO THE CAPTAIN'S
OFACE, EXECUTIVE OFFICER'S OFFCE, CHAPLAIN'S OFAICE
HOSPITAL CORPSMEN WHEN NO MEDICAL OFFRCER IS ASSIGNED,
AND INDCCTRINATION (RECRUITS AND NEWLY REPORTING
PERSONNEL
NiX NAVIGATION AND AOMINISTRATION (APPUES TO SHIPS WHERE
THERE IS NO NAVIGATION OEPARTMENT)
ADMINISTRATION ADMN EXEC ADMINISTRATION PERSONNEL ASSIGNED TO THE CAPTAIN'S
(WHEN DESIGNATED) OFFICE, AND EXECUTIVE OFACER'S QFFCE
PERS PERSONNEL RECORDKEEPING
PRT PRINT SHOP
AOMN POSTAL AND OTHER ADMINISTRATION
! INDOCTRINATION (RECRUITS AND NEWLY REPORTING
PERSONNEL)
NAVIGATION N ASSISTANTS TO THE NAVIGATOR
QPERATIONS ops OPERATIONS
ARST DECK SEAMANSHIP, (NOTE 1}
0A METEDROLOGICAL/OCEANOGRAPHIC SERVICESIMAPPING,
CHARTING AND GEQOESY/PHOTOGRAPHY.
oc COMMUNICATIONS {AIR TRAFAC CCNTROL ON LPH, LHA,
LHD, CV AND CVN)
0D DATA PROCESSING
OE ELECTRONIC REPAIR
al CIC AND ELECTRONIC WARFARE
op PHOTOGRAPHY/PHOTO INTELLIGENCE
13 COMMUNICATIONS INTELLIGENCE
ox ELECTRONIC REPAIR
oz INTELLIGENCE, CRYPTULOGIC OPERATIONS
CHAPLAIN RP ADMINISTRATION PERSONNEL
ASSIGNED TO ASSIST THE CHAPLAIN
MAINTENANCE MM T} QUALITY ASSURANCE
MANAGEMENT PC PRODUCTION CONTROL
Ls LOGISTIC SUPPORT CENTER/3M

Figure 2-3. Division Designations
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ONE OVER ONE
DEPARTMENT DIVISION DIVISION FUNCTICN
AR INTERMEDIATE M AVIATION
MAINTENANCE DEPARTMENT M-1 ADMINISTRATION: MAINTENANCE/MATERIAL CONTROL
FRODUCTION CONTROL: QUALITY ASSURANCE, AVIATION 3M
ANALYSIS.
M-2 GENERAL AIRCRAFT MAINTENANCE (AJRFRAMES/POWER PLANTS),
ORGANIZATIONAL MAINTENANCE OF SHIP'S ASSIGNED AIRCRAFT
AVIDNICS AND AVIATOR'S EQUIPMENT; ARMAMENT SYSTEMS
MAINTENANCE.
IM-3 2AGETT et LT PRECISION MEASURING
OUALIACATION AND REPAIR
IM-4 SUPPORT EQUIPMENT
AR v AVIATION
V-1 PLANE HANDLING (FLIGHT DECK)
V-2 CATAPULTS AND ARRESTING GEAR, AIRCRAFT CARRIER
LAUNCH AND RECOVERY EOUIPMENT MAINTENANCE
AND QUALITY ASSURANCE (ALREM-QA)
V-3 PLANE HANDUING (HANGAR DECK)
V-4 AVIATION RUEL
V-5 ADMINISTRATION
WEAPONS WEPS 1-6 GUNNERY AND DECK SEAMANSHIP
F FRE CONTROL
F-1 MISSILE ARE CONTROL
F-2 ANTI-SUBMARINE WARFARE
F-3 GUN FIRE CONTROL
G ORDONANCEIGUNNERY (NOTE 2j
g GUNNERY, MAIN BATTERY
G-2 GUNNERY, SECONDARY BATTERY
GM GUIDED MISSILES
MAR MARINE OETACHMENT
MT BALUSTIC MISSILES
ST SONAR
TASS PASSIVE ASW SYSTEMS
™ TORPEDOES
W NUCLEAR WEAPONS ASSEMBLY
COMMUNICATIONS COMM COMMUNICATIONS
CR RADID COMMUNICATIONS
cs VISUAL COMMUNICATIONS
DECK OECK i-2 DECK SEAMANSHIP, AND ANTI-SHIP MISSILE DEFENSE
86 BOAT OPERATIONS, MAINTENANCE, AND REPAIR
D&SL DIVING AND SALVAGE
RASE REPLENISHMENT AT SEA EQUIPMENT

MAINTENANCE AND OPERATION

Figure 2-3. Division Designation (Cont.)
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2 9 JuL e
ONE OVER ONE
DEPARTMENT  _ * - i
: DIVISION  DIMVISION FUNCTION
COMBAT SYSTEMS cs COMBAT SYSTEMS
CA ANTI-SUBMARINE WARFARE
cB BALLISTIC MISSILES
cc COMMUNICATIONS
cD TACTICAL DATA SYSTEMS
CE ELECTRONICS REPAIR
CF ARE CONTROL
cG GUNNERY, FIRE CONTROL, ORDNANCE
] COMBAT INFORMATION CENTER
cM MISSILE SYSTEMS, FORE CONTROL
CN NAVIGATION (NOTE 3)
co GUNNERY AND GUIDED MISSILES
cP PASSIVE ASW SYSTEMS
s COMMUNICATIONS INTELLIGENCE
MAR MARINE DETACHMENT
cX ELECTRONICS REPAIR
cz INTELLIGENCE (NOTE 3)
ENGINEERING A AUXILIARIES
AE AUXILIARIES AND ELECTRICAL
AER AUXILARIES, ELECTRICAL AND REPAIR
ASLT ASSAULT SYSTEMS/BOAT MAINTENANCE AND REPAIR
(LMA ONLY)
B BOILERS
- E ELECTRICAL AND INTERIOR COMMUNICATIONS
ic INTERIOR COMMUNICATIONS
M MAIN ENGINES
MP MAIN PROPULSION
R REPAIR
REACTOR RA REACTOR AUXILIARIES (CVN ONLY)
RC REACTOR CONTROL
RE REACTOR ELECTRICAL (CVN ONLY)
RL REACTOR CHEMISTRY LA (CVN ONLY)
RM REACTOR MACHINERY {CVN ONLY)
RP REACTOR PROPULSION (CVN ONLY)
SUPPLY sup SUPPLY
S-1 GENERAL SUPPLY/STOCK CONTROL
S-2 GENERAL MESS
53 SHIP SERVICES/SHIP'S STORE
S-4 DISBURSING
S5 OFFICER'S MESS
S5 . AVIATION STORES
s7 DATA PROCESSING
S8 MATERIAL
S-9 SURFACE SUPPORT CENTER
$10 REPAIR OTHER VEHICLES (SS) (AS ONLY)

511

SUPPLY QUALITY ASSURANCE (AS ONLY)

Figure 2-3 Division Designation (Cont.)
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ONE OVER ONE
DEPARTMENT. DVISIDN DIVISION FUNCTION

MECAL H MEMCAL
DENTAL 1] DENTAL

DV DIVE
DEP SUBMERGENCE d DI EANDLING
REPAIR D REPAIR

R-1 HULL REPAIR

R-2 MACHINERY REPAIR

R-3 BECTRICAL REPAIR

R-4 B.ECTRONIC REPAIR

R-5 ORONANCE REPAIR OR RADIOIDGCAL CONTROLS

R-b NUCLEAR QUALITY ASSURANCE
WEAPONS REPAR WR REPAIR

W-1 TORPEDD, WEAPONS

W-2 ARE CONTROL

Ww-3 SUBROC -

W TORPEDO ASSEMBLY: QUAUTY ASSURANCE

W-5 WEAPONS LDBISTICS
SAFETY s SHIP AND AVIATION SAFETY
LEGAL L LEGAL AND DISCIPLINE

NOTES: 1. OPERATIONS DEPARTMENT DIVISIONS THAT DNLY APFLY TD A SHIP WITH A COMBAT SYSTEMS DEPARTMENT.
2. 6 DIVISION FOR CV/CVN SHALL BE ORGANIZED AS FOLLOWS:

DIVISION DIVISION OFFCER

FUNCTION
61 T360N FLIGHT/HANGAR DECKS; MAIN DECK AND ABOVE
MAGAZINES; WEAPONS SUPPORT EDUIPMENT (AWSEP)
G-2 6160/7160N ARMORY; MAGAZINE SPRINXLING SYSTEMS
G-3 6360J AIR LAUNCHED WEAPONS ASSY; 2ND DECX AND BELDW
MAGAZINES: LINKLESS AMMUNITION LOADING SYSTEM
G-4 6360K WEAPDNS ELEVATORS (MAINTENANCE AND TRAINING)
6-5 63601 WEAPONS CONTROL CBNTER
; 3. OPERATIONS DEPARTMENT DIVISIONS THAT ONLY APPLY TO A SHIP WITH A WEAPONS DEPARTMENT.

Enclosure (1)
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EXECUTIVE OFFICER
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NATOPS OFFICER

OPERATIONS
DEPARTMENT
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DEPARTMENTS

(See Figure 2-5)
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personnel embarked. The authority of an Air Wing Commander and
the commanding officers of squadrons to impose nonjudical
punishment on their respective pergonnel continues, unless

this authority is assumed by the carrier Commanding Officer.
Commanding Officers of sgquadrons retain the authority to initiate
administrative discharge proceedings against their personnel.

225. DEPARTMENTS AND DIVISIONS OF AVIATION UNITS. Departments
of aircraft squadrons are divided into divigions and branches
which are organized by the Sgquadron Commanding Officer according
to the needs and responsibilities of that particular type
squadron. Figure 2-5 shows the departmental organization for
typical sguadrons and is used to determine the departments
required in the organization for each squadron type.

230, PROMOTING UNDERSTANDING OF THE ORGANIZATION. Maximum
efficiency of operation is promoted through a clear under-
standing of the functional relationships within the ship's
organization. This requires that the organization be set forth
in written form for all echelons of the command. Unlesgs duties,
responsibilities, authority, and organizational relationships are
clearly understood, confusion and conflict will develop. Details
of an organization are made known through use of organization
charts and functional guides. These are described in the
following articles. Methods for preparing them are given in

Personnelmen First and Chief Petty Officer Rate Training Manual
NAVEDTRA 10258G (NOTAL).

231. ORGANIZATION CHARTS., Organization charts show the arrange-
ment of ship departments, divisions, and positiong and the
command and staff relationships of all personnel in the organiza-
tion. There are two commonly used types of organization charts.
A structural organization chart is a simple presentation of the
line and staff relationships of executive {officer) and super-
visory (leading petty officer) billets in the organization and
outlines the basic¢ relationships between the varicus components
of the organization. A functiocnal corganization chart presents
the functions of the variocus segments of the organization in
addition to indicating the interrelationships of those functions.
Within the various boxes of a functional organization chart are
included statements applicabkle to the organizational segments
repregented by the box. The chief advantage of an organization
chart is that it provides all personnel in an organization with a

concige picture ¢of the relationships of individualg within the

organization. In a large organization, charts should be prepared
for each level, becoming more detailed as they illustrate smaller
segments of the crganization. In smaller commands, charts of
only the department organizations may suffice to illustrate the
details of all executive and supervisory positions.
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AIRCRAFT SQUADRON ORGANIZATION
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Notes

. Blscironic Wartara

. Evaiuation Diroctorats

. Photographic

. Intelligenca {VO-1 & 2)

. Tralning Departments for
particuler squadrons within
each community that must
conduct 3 significant amount

of FAS type tralning.

6. Mission configuration (MCM)

N & L N =

Figure 2-5. Typical Squadron Departmental Organization
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232. FUNCTIONAL GUIDES. The functional guide, consisting of job
descriptions, has been adopted for use in units in an effort to
obtain increased efficiency through a clear delineation of
delegated authority and to improve the usge of manpower through
more effective organizational control. The functional guide sets
forth the following information for each billet to which it is
applied:

a. The basic objective, which distinguishes a particular
billet from all others.

b. Duties, responsibilities, and authority, which give in
detail the principal tasks that must be accomplished to fulfill
the assigned objectives and which, where necessary, specify the
authority of the incumbent to make decisions or take action in
carrying out his or her responsibilities.

¢. Organizational relationships, which define account-
ability of the incumbent to his/her supervisor and of his/her
subordinates to him or her. Collateral or cooperative relation-
ships are also included.

232.1 FUNCTIONAL GUIDE RELATIONSHIP. As published in this manual
and by type commanders and commanding officers, a functional
guide constitutes a formal directive to the individual detailed
to the particular billet with respect to responsibilities,
autheority, and position in the unit's organization. It is
distinctly a guide, however, in the sense that it is in no way
intended to restrict initiative or discourage originality or
resourcefulness on the part of an individual. The functional
guide not only aids in the clarification and stabilization of
the unit but alsoc provides an excellent tool for the rapid
indoctrination of new personnel It is an excellent yardstick
et =l masmrTAMAaeds s - e Alve o pm e o ] . -1
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CHAPTER 3
THE UNI' T ORGANI ZATI ON

300. COVWNAND. The functional guides in this chapter constitute
the formal del egation of authority by a Commanding Oficer to
subordi nates in the comuand.

301. THE COMVANDI NG OFFI CER

a. BASIC FUNCTION. As set forth in U S. Navy Regul ati ons,
the Commanding O ficer is charged with the absolute
responsibility for the safety, well-being, and efficiency of his
or her command, except when and to the extent he or she nay be
relieved therefromby conpetent authority.

b. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The duties and
responsibilities of the Cormanding Oficer are established by
U.S. Navy Regul ations, general orders, custons, and tradition.
The authority of the Commanding O ficer is commensurate with his
or her responsibility, subject to the Iimtations prescribed by
constitutional, statutory, international, and regulatory |aw
including U S. Navy Regul ati ons ( NAVREGS)

302. THE EXECUTI VE OFFI CER

a. BASIC FUNCTION. The Executive Oficer is the direct
representative of the Commanding Oficer. Al orders issued by
himher will have the same force and effect as though issued by
the Commanding O ficer. The Executive Oficer will conformto
and carry out the policies and orders of the Conmanding O ficer
and shall keep himher informed of all significant nmatters
pertaining to the conmand. The Executive Oficer shall be
primarily responsi ble under the Commanding O ficer for the
or gani zati on, performance of duty, and good order and discipline
of the entire conmand. He/she wll recognize the right and duty
of a Head of Departnent to confer directly with the Comrandi ng
Oficer on matters specifically relating to his/her departnent.

An officer acting as Executive Oficer during the tenporary
absence or disability of that officer will have the sane
authority and responsibility as the Executive Oficer; but he/she
wi |l make no change in the existing organization, unless ordered
to do so, and will endeavor to have the routine and other affairs
of the unit carried out in the usual manner.
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b. ASSUM NG COWAND. The Executive O ficer will assume
command shoul d the need arise. During action, he/she will be
stationed where he/she can best aid the Commanding Oficer and if
practicabl e, where he/ she woul d probably escape the effects of a
casualty disabling the Conmanding O ficer and yet be able to
assunme command pronptly and effectively.

c. DUTIES, RESPONSIBILITIES, AND AUTHORITY. The Executive
O ficer, subject to the orders of the Commandi ng Oficer and
assi sted by subordinates, wll:

(1) Ensure the Commanding Oficer is advised of casual -
ties, deficiencies, and anticipated difficulties which may affect
operational readiness or adm nistrative efficiency of the
conmmand.

(2) Make frequent inspections in conpany, when practi-
cable, with the subordi nates concerned; and take renedial action
to correct defects.

(3) Maintain high norale within the conmand. The
di scipline, welfare, and privileges of the individuals of the
command wi || be chief concerns of the Executive Oficer; and,
he/she will adm nister these and related matters in a just and
uni f or m manner .

(4) Pursue a program of econony and conservation, and
pronot e cost consciousness w thin the conmand.

(5) Keep command advi sed of the status of the ship's
damage control readiness. Carry out the requirenents of comuand
regardi ng damage control training and the ship's readiness to
conbat all casualties which threaten the ship.

(6) Prepare and maintain the bills and orders for the
organi zati on and adm ni stration of the comrand.

(7) Assign the personnel who have conpl eted indoctri na-
tion to departnments or other major subdivisions of the comrand.

(8) Maintain the records of personnel, except those
records assigned as the responsibility of sone other officer.
Monitor, review, and maintain the command's private interest
di scl osure system as required by DOD Regul ati on 5500. 7-R, Joint
Et hi cs Regul ation (JER)

(9) Supervise and coordinate the work, exercises,
trai ning, and education of the personnel command of the command.
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(10) Supervise and coordi nate the operational plans and
schedul es of the commuand.

(11) Prepare and issue a daily schedul e of enploynent and
such ot her advance schedul es as may aid subordi nates in planning
t hei r work.

(12) Ensure that all prescribed or necessary security
measures and safety precautions are understood and strictly
obser ved.

(13) Evaluate the performance of officers and enlisted
per sonnel and make recomrendati ons to the Conmanding O ficer
concerning their pronotion and advancenent.

(14) Regulate liberty and | eave.
(15) Carry on a program of recreation and athletics.

(16) Direct the investigation of alleged violations of
the Uni form Code of Mlitary Justice, U S. Navy Regul ati ons,
unit's regulations, and other mlitary and civil |aws; and
recommend appropriate disciplinary action to the Conmandi ng
O ficer when necessary.

(17) Act on personal requests (which may be addressed to
t he Commanding O ficer) that do not involve policy fornulation or
require action of higher authority.

(18) Ensure adequate supplies and services are avail able
to the executive assistants within the allotnment of maintenance
and operating funds.

(19) Direct the unit's public affairs program
(20) Supervise the reception of unit visitors.

(21) Serve as the senior nenber of the Planning Board for
Tr ai ni ng.

(22) Supervise the organi zati on and operation of the
unit's Mintenance and Material Managenent System (3-M program

(23) Establish a managenent control program as descri bed
in paragraph 142.1. Establish nanagenment controls to provide
reasonabl e assurance that progranms and functions neet m ssion
obj ectives and operate effectively. Continuously nonitor,
docunent, and eval uate the inplenentation of nanagenment contr ol
systens to include assessable units, managenent contro
assessnments, training, and tracking systens.
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(24) Serve as a senior nenber of the Safety Council.

(25) Adm nister the Command Retention Program
(26) Perform such other duties as may be assi gned.

d. ORGAN ZATI ONAL RELATI ONSHI PS. The Executive Oficer is
directly responsible to the Commanding O ficer. Al Departnent
Heads and Executive's Assistants report to the Executive Oficer
regarding internal admnistration of the command. The prescribed
duties of the Executive Oficer will not be construed to relieve
a subordinate fromany part of his/her assigned responsibilities.

e. RELI EVI NG PROCEDURES. An executive officer about to be
detached will prepare a conprehensive report for the Commandi ng
O ficer listing any unsatisfactory conditions within the comand
having the potential to affect adversely the safety, well-being
readi ness, fiscal integrity, or command perfornmance and specify a
proposed plan to correct them The relieving officer wll

endorse this report. |If the relieving Oficer does not concur in
the report, that officer will specify wherein the report is

i naccurate or inconplete and will provide the officer being
relieved the opportunity to make expl anation. The relieving
officer will report assunption of duty as executive officer in

t he endorsenent. The original report of detachnent and
endorsenent will be forwarded expeditiously to the commandi ng
officer. A copy of the report will be retained by each of the

of ficers.
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303. THE EXECUTI VE ASSI STANTS. The Executive Assistants
described in the foll ow ng paragraphs nay be assigned to the
Executive Oficer. Their duties nay be either primary or
collateral. When performng duties on a collateral basis,

of ficers and petty officers acting as assistants to the Executive
Oficer report directly to hinmher, regardless of their primry
assignment in the organi zation. Positions should be well defined
in the unit's organization and regul ati ons manual by functi onal
guides. This article presents functional guides for assistants
to the Executive Oficer. The size of the executive's

or gani zati on depends on the nunber of officers and petty officers
avai l abl e for assignment to those duties. Figure 3-1 may be

nodi fied to neet individual command requirenents. Functional

gui des for additional Executive Assistants may be prepared using
t hese as exanpl es.

303.1 ADM NI STRATI VE ASSI STANT (AA)

a. BASIC FUNCTIONS. The Administrative Assistant is an aide
to and may be del egated to act for the Executive Oficer in
specific functions of adm nistration. He/she serves as the
X-Division Oficer.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Qoserve and report to the Executive Oficer on the
ef fectiveness of adm nistrative policies, procedures, and
regul ati ons of the comrand.

(2) Review correspondence prepared for the signature or
review of the Executive Oficer, ensuring that it conforms with
t he Navy Correspondence Manual, SECNAVI NST 5216.5C (NOTAL), and
perti nent comrand directives.

(3) Screen correspondence and directives routed to the
Executive Oficer. Initiate adm nistrative actions where
appropriate, as in the case of Senior Oficer Present Afl oat
(SOPA) instructions and other adm nistrative directives.

(4) Schedule visitor interviews with the Executive
O ficer and other officers as appropriate.

(5) Coordinate the assignnent of enlisted personnel to
Executive Assistants.

(6) Exercise budgetary control of expenses of Executive

Assi stants. Approve requisitions for operating supplies, equip-
ment, and services within the budget allowances for X-Division.
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1. In designated ships this officer heads a department and shall be listed on the ship's
organizational chart with the other departments.

2. Assigned to Maintenance Management Department in CV/CVN.

3. The Security Officer Billet onboard designated ships shall be a 649X/749X designator

with NOBC 2771.

OPERATIONAL CHAIN OF COMMAND

——————— ADDITIONAL REPORTING FOR ADMINISTRATIVE FUNCTIONS

SHIP

ITHE FULL-TIME OR PART-TIME EMPLOYMENT OF
OFFICERS IN THE BILLETS INDICATED WILL

DEPEND ON THE NUMBER AND QUALIFICATIONS
OF AVAILABLE OFFICERS AND THE NEEDS OF THE

4. Reports to the CO for functional matters of the billet

and to the XO for administrative matters.

COMMANDING OFFICER

EXECUTIVE OFFICER

OPNAVINST 3120.32C CH-5

3 April 2003

EQUAL OPPORTUNITY
PROGRAM SPECIALIST

COMMAND MASTER

] CHIEF
ADMINISTRATIVE
ASSISTANT
(X-DivisioN
OFFICER)
NTCS SECURITY TRAINING SHIP'S SENIOR MacmT CTRL PusLIC SAFETY CHIEF COMMAND RESERVE
SYSTEM MANAGER OFFICER SECRETARY WATCH PROGRAM AFFAIRS OFFICER MASTER-AT- CAREER COORDINATOR
COORDINATOR 4 (CO'S WRITER) OFFICER COORDINATOR OFFICER 1,4 ARMS COUNSELOR
AbP RECREATIONAL PERSONNEL 3-M EDUCATIONAL LEGAL POSTAL LAy HEALTH SECURITY DRUG &
SECURITY SERVICES OFFICER COORDINATOR SERVICES OFFICER OFFICER READER BENEFITS OFFICER ALCOHOL
OFFICER OFFICER 2 OFFICER 1 ADVISOR 3,4 PROGRAM
4 ADVISOR

Figure 3-1.

The Executive Assistants
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(7) Supervise preparation of the plan of the day, and its
review, prior to subm ssion for signature.

(8) Exercise admnistrative direction of the print shop
and associ ated duplicating equi pnent (except in units that have a
repair departnent).

(9) Coordinate the indoctrination of newly reported
per sonnel .

(10) Supervise the professional training and education of
enlisted personnel assigned to the adm nistrative and personnel
of fices.

(11) Coordinate the division safety programw th the
unit's Safety O ficer and supervise the division Safety Petty
Oficer.

c. ORGAN ZATI ONAL RELATI ONSHI PS. W thin his/her del egated
authority, the Admnistrative Assistant is the direct repre-
sentative of the Executive Oficer. He/she will report to the
Executive Oficer and receive reports as foll ows:

(1) From Executive Assistants regarding routine
adm ni stration.

(2) Fromenlisted personnel assigned to his/her direct
supervi si on

(3) Fromthe Bandnmaster when enbarked.
303.2 AUTQOVATI C DATA PROCESSI NG (ADP) SECURI TY OFFI CER

a. BASIC FUNCTION. The ship's Automatic Data Processing
(ADP) Security O ficer is responsible, under the Conmmandi ng
O ficer, for ensuring adequate security for ADP systens
( SECNAVI NST 5239.2 (NOTAL)). The security programincludes
software and hardware security features as well as
adm ni strative, physical, and personnel security controls for
provi di ng an adequate degree of security for ADP systens.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Provide guidance to the conmand to ensure conpliance
with security directives and serve as the major proponent of ADP
system security in discussions concerning the operation of the
ADP system

(2) Develop and maintain the activity's ADP Security Plan
to support accreditation responsibility and requirenents for
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shi ppboard ADP, as prescribed by SECNAVI NST 5239.2 (NOTAL). The
pl an shoul d i nclude conduct of risk assessnent, security test and
eval uati ons, and contingency planning. Docunentation should be
updat ed whenever there is a major change in facilities,

equi pnent, or software but not less frequently than every three
years.

(3) Supervise, test, and nonitor those changes in the ADP
system which would affect its security posture so that a secure
system i s naintai ned.

(4) Monitor systemactivity to ensure conpliance with
security directives and procedures.

(5) Review command procedures which affect the overal
security of the ADP system including the receipt, storage, and
di stribution of material and data.

(6) Establish and maintain liaison with renpote facilities
served by the ADP systemto assure that a renote facility
Security Oficer is designated by the served activity to ensure
conpliance with procedures established by the ADP Security
Oficer.

(7) Conduct risk assessnents, and provide docunentation
whenever there is a major change in facilities, equipnent, or
software but not |ess frequently than every three years.

(8) Ensure the correction of security deficiencies of an
ADP system approved for handling classified information.

(9) Ensure appropriate review and di sposition of system
housekeepi ng or audit records concerning security violations,
security related system mal functions, and tests of the security
feature of the ADP system

(10) Establish and maintain a classified information
processi ng system (CLIPS) docunent file in accordance wi th OPNAV
C5510. 93E ( NOTAL) .

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Ship's ADP System
Security Oficer has direct access to the Commanding O ficer in
matters relating to ADP security.

303.3 CHI EF MASTER- AT- ARVS ( CVAA)
a. BASIC FUNCTION. A Chief Master-At-Arns will be assigned
in each unit and will be responsible for the supervision,

direction, and enpl oynent of the assets of the Security
Departnent/Di vi sion and assisting the Conmanding Officer in
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mai ntai ning the security, good order and discipline of the ship.
When no security officer is authorized/ assigned; the duties,
responsi bilities, and authority described in paragraph 303.17 are
i ncor porated here.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Organize and train the Master-At-Arns force.

(2) Enforce Navy regulations, unit's regul ations, and
ot her directives, establishing standards of dress, groom ng,
behavi or and performance.

(3) Supervise prelimnary investigation of suspected or
possi bl e viol ations of the UCMI.

(4) Assist the Oficer of the Day/ Command Duty O ficer
(OO CDO) in the execution of the unit's routine.

(5) Supervise extra duty personnel and personnel perform
ing hard | abor w thout confinenent, and maintain records of al
such duties and | abor which are assigned and perf orned.

(6) Ensure that duty Masters-At-Arns are present at
captain's masts, courts-martial, and at the scenes of al
ener genci es.

(7) Assist the Brig Oficer (if assigned) in ensuring the
safety of prisoners in the brig and their release in tinme of
enmergency. Wen Condition | is set, release prisoners to man
battle stations if directed by the Commanding O ficer.

(8) Assist the senior Shore Patrol Oficer (when
assigned) in the establishnment and training of personnel assigned
to shore patrol duties.

(9) Maintain the lucky bag.

(10) Furnish escorts for the Conmanding O ficer,
Executive Oficer, and visitors, as directed.

(11) Ensure that regulations and instructions regarding
unit visitors are enforced.

(12) Ensure proper and tinely preparation of the
follow ng reports as appropriate: The norning report of
prisoners, the daily m sconduct report, and the MAA inspection
reports.
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(13) At sea, make eight o' clock reports to the Executive
Oficer or the Command Duty O ficer. |In port, the duty MAA wil |
make ei ght o' clock reports.

(14) Ensure that the safety responsibilities of the MAA
force specified in articles 704.7 and 707.1 are fulfill ed.

(15) Ensure duty Master-At-Arns force performtheir |aw
enforcenment duties under OPNAVI NST 5580. 1

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Chi ef Master-At-Arns
reports to the Executive Oficer, or to the Security Oficer on
CV, LCC, LPH, and LHA class ships, for the performance of duty.
For routine adm nistration and accountability of personnel
assigned to the Chief Master-At-Arns, the CMAA reports to the
Division Oficer, or Admnistrative Oficer, as appropriate.
Personnel of the Master-At-Arns force report to the CVAA

303.4 COMMAND CAREER COUNSELOR ( CCC)

a. BASIC FUNCTION. The CCCis the command' s career informa-
tion program manager (Reference OPNAVI NST 1040.6A). The career
counsel i ng program shall be under the direction of the Commuandi ng
Oficer. The Career Counselor ordered in by Bureau of Nava
Personnel (BUPERS) or appointed by the Commanding O ficer wll
manage the program He/she will have the counseling NEC 9588/ 89
or be in the Navy Counsel or rating.

b. DUTIES, RESPONSIBILITIES AND AUTHORI TY

(1) Organi ze and nmanage an effective retention program
utilizing the principles of the Retention Team Manual, NP15878G

(2) Organize, train, and support the Command Retention
Team

(3) Maintain command retention statistics.

(4) Maintain a tickler file to ensure that all personnel
receive the career counseling interviews listed in the Retention
Team Manual

(5) Ensure that the Commanding O ficer is kept infornmed
on matters that will affect command retention.

(6) Maintain close liaison with retention offices in the
chai n of command.

c. ORGANI ZATI ONAL RELATI ONSHI PS. The Conmmand Car eer
Counsel or reports directly to the Commanding O ficer via the
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Executive Oficer for the performance of career counseling duties
and for retention program nmanagenent.

303.5. COMVAND MASTER CHI EF (C M Q)

a. BASIC FUNCTIONS. The CMCis the enlisted advisor to
the command on the formrul ati on and inpl enentation of policies
pertinent to norale, welfare, job satisfaction, discipline,
utilization and training of all enlisted personnel and as such
the C MC has direct access to the Commanding Oficer. The C MC
t akes precedence over all other enlisted nenbers within a
command.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Maintain and pronpote effectiveness and efficiency of
chain of command.

(2) Assist the Commanding Oficer in all matters pertain-
ing to welfare, health, job satisfaction, norale, utilization,
and training of enlisted personnel in order to pronote
traditional standards of good order and discipline.

(3) Advise the Commanding O ficer on fornulation and
i npl enentation of changes in policy pertaining to enlisted
menbers.

(4) Attend neetings as directed by the Commandi ng O ficer
to keep apprised of current issues and provide a representative
enlisted input.

(5) Participate in cerenonies honoring command nenbers.

(6) When appropriate, represent or acconpany the
Commandi ng OFficer to official functions, inspections, and
conf erences.

(7) Participate in reception and hosting of official
visitors to the command.

(8) Upon invitation and as approved by the Comrandi ng
O ficer, represent the conmand and Navy at conmmunity and civic
functions.

(9) OPNAVI NST 1306. 2A (NOTAL) provides additional
gui dance.

c. ORGAN ZATI ONAL RELATIONSHIPS. The C M C reports to the

Executive Oficer but has direct access to the Conmandi ng
Oficer.
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303.6 DRUG ALCOHOL PROGRAM ADVI SOR ( DAPA)

a. BASIC FUNCTION. The DAPA is responsible to the
Commandi ng Officer for all drug and al cohol abuse Level |
prograns. All Navy conmands are required to have a m ni mum of
one nenber assigned to the collateral duty of DAPA. Larger
commands shoul d assign DAPAs on the ratio of one DAPA per 300
personnel attached and commands greater than 1000 shall have at
| east one full time DAPA. The Conmanding O ficer may appoint as
many DAPAs as necessary to satisfy command requirenents.

b. DUTIES, RESPONSIBILITIES AND AUTHORI TY

(1) Advise the Commanding O ficer on the admnistration
of the command al cohol and drug abuse program

(2) As directed by the Commanding O ficer, conduct
onboard adm ni strative screenings of identified drug and al cohol
abusers to determ ne the severity of their drug and al cohol
probl ens, anmenability to assistance, and provide inputs to
prognosi s of successful program conpletion.

(3) Conduct the Level 1 drug and al cohol abuse prevention
and education programfor the conmmand (see encl osure (6) of
OPNAVI NST 5350. 4B (NOTAL)).

(4) Monitor, when required, nmenbers who return to the
command fol |l owi ng conpletion of Level Il and Il prograns with
the foll owon support recomrendations of the rehabilitation
facility (see enclosures (6) and (7) of OPNAVINST 5350. 4B
(NOTAL) ) .

(5) Serve as the command self-referral procedure agent
(see enclosure (5) of OPNAVINST 5350.4B (NOTAL)).

(6) Prepare drug/al cohol abuse reports as prescribed in
encl osure (13) of OPNAVI NST 5350. 4B (OPNAV 5350-2 applies)
( NOTAL) .

c. COLLABORATION WTH THE MEDI CAL OFFICER.  In the
performance of his/her duties the Drug/ Al cohol Program Advi sor
(DAPA) will informthe Medical Oficer or Mdical Departnent
Representative of any condition which may require nedical
attention and will consult with the Medical O ficer or Medical
Depart ment Representative regardi ng cases requiring coll aborative
efforts.

d. ORGAN ZATI ONAL RELATI ONSHI PS. The DAPA reports to the
Executive Oficer regarding assigned duties and all drug and
al cohol abuse prevention, control, and enforcenent prograns.
Personnel associated with drug and al cohol abuse educati on,
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rehabilitation, identification, and enforcenent shall coordinate
with the DAPA. Additionally, the DAPA provides inputs to the

Pl anni ng Board for Training on drug and al cohol education and to
the Recreation Conmttee for devel opnent of positive alternatives
to al cohol and drug abuse.

303. 7 EDUCATI ONAL SERVI CES OFFI CER ( ESO)

a. BASIC FUNCTION. The Educational Services Oficer assists
t he Executive O ficer in adm nistering educational prograns. The
basi ¢ functi ons are:

(1) Coordination of officer and enlisted training and on-
duty education prograns in conjunction with departnment heads,
division officers and the Pl anning Board for Training.

(2) Plan for and coordi nate active conmmand partici pation
in the Navy Canpus voluntary education program Wrk with the
education specialists supporting the command in assisting and
nmeeti ng the educational needs of the command.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Supervise the adm nistration and operation of the
training office and training aids.

(2) Be a nenber of the Planning Board for Training.

(3) Be responsible for adm nistrative processing of
trai ning quota requests.

(4) Assist the Training Oficer in admnistering the
command' s training program

(5) Provide material, space, and personnel to exam ning
boar ds.

(6) Prepare, conduct, and grade exam nations for advance-
ment to pay grade E-3 and ot her exam nations as request ed.

(7) Direct the command educational program including
encour agi ng and advi si ng personnel on voluntary prograns,
processi ng applications for educational progranms, and assisting
personnel in obtaining vocational/technical, high school, and
col l ege certifications.

(8) Be responsible for the proper handling and safe-
guardi ng of educational testing materials.
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(9) Obtain technical and adm nistrative information about
t he Navy Canpus voluntary educations program as well as guidance
on testing and counseling service. Coordinate with the appro-
priate Navy Canpus to ensure voluntary educational progranms are
bei ng provided. Act as liaison with Navy Canpus office (CNETINST
1560. 3D and OPNAVI NST 1560.9 provi de additional guidance on the
vari ous Navy Canpus prograns).

(10) Process applications for officer prograns and nake
arrangenments for interviews and tests, as required.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The ESO reports to the
Executive Oficer regarding assigned duties and to the
appropriate division officer/departnment head for the
accountability and routine adm nistration of personnel assigned
to his/her supervision. The ESO provides liaison with Navy
Canmpus educational advisors to obtain professional assistance in
usi ng Navy Canmpus voluntary educational progranms. The ESO
col l aborates with the followi ng offices in admnistering the
educati onal prograns:

(1) Menbers of the Planning Board for Training.
(2) Division officers.
(3) Adm nistrative Assistant/Personnel Oficer.

(4) Training Assistant of departnent heads and division
of ficers.

(5) Command Career Counsel or
303.8 EQUAL OPPORTUNI TY PROGRAM SPECI ALI ST ( EOPS)

a. CENERAL DUTIES. Perforns duties as equal opportunity
advi sor to commander s/ commandi ng of ficers of maj or conmands and
staffs or as Conmmand Managed Equal Opportunity (CMEO training
facilitators at Fleet Training Centers. Provides briefings on EO
matters. Facilitates formal Command Trai ning Team (CTT) and
Command Assessnent Team (CAT) indoctrination courses and various
sem nars and wor kshops. Fornul ates and revi ses pertinent EO
directives. Wites, edits and publishes docunents on EO rel ated
matters. Collects data, nonitors program progress and prepares
reports. Participates in EO neetings, conferences and sem nars.
Assists in performng inspections. Conducts public/comunity
rel ati ons work. Coordi nates ethnic observances.

b. SPECIFIC DUTIES. To provide assistance to comands in

training, assessnment, and investigating. Ceneral tasks include
but are not Iimted to the foll ow ng:
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(1) Brief commanders and commandi ng officers on DOD and
Navy equal opportunity policy.

(2) Conduct assist visits and inspections of subordinates
commands in conjunction wth |Inmedi ate Superior in Conmand
i nspecti ons.

(3) Conduct initial interview and screen personnel for
equal opportunity programtraining.

(4) Investigate or aid in the investigation of and
nonitor all alleged discrimnation conplaints.

(5) Establish and maintain files on all verified
conpl ai nt s.

(6) Conduct informal individual and group assessnent
i ntervi ews.

(7) Report equal opportunity assessnent data through the
chain of conmand as required.

(8) Co-facilitate Conmand Training Teamindoctrination
and Conmmand Assessnent Team i ndoctri nati on.

(9) Assist subordinate units in planning, scheduling, and
conducting equal opportunity training.

(10) Advise commanders, commandi ng officers and speci al
observance conmttees on ethnic cel ebrations, events and
di spl ays.

(11) Apprise subordi nate commands on recent devel opnents
in areas of equal opportunity.

c. ORGAN ZATI ONAL RELATI ONSHI P. The Equal Opportunity
Program Speci alist reports directly to the Conmander/ Conmmandi ng
Oficer, orally or by witten reports concerning the performance
of his/her duties.

303.9 HEALTH BENEFI TS ADVI SOR ( HBA)

a. BASIC FUNCTION. The Health Benefits Advisor is respon-
sible to the Commanding O ficer for the general awareness of
heal th benefits by assigned personnel and their dependents. At
sel ected nedical facilities, the HBAis a full tinme primry
billet. For activities other than those with a full tinme HBA
assigned, the HBA is not expected to be expert in all aspects of
health benefits, but will be readily available to advise and
refer those requiring health benefits assistance.
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b. DUTIES AND RESPONSI BI LI TIES. The health benefits
advisor, for activities not assigned a full time HBA wll
maintain a file of appropriate health benefits literature,
publish frequent awareness material in the plan of the day, and
assi st assigned personnel and their dependents in obtaining
benefits, as required.

C. ORGANI ZATI ONAL RELATI ONSHI PS. The HBA reports to the
Executive Oficer.

303.10 LEGAL OFFICER (Units wi thout Judge Advocates assi gned)

a. BASIC FUNCTION. The Legal O ficer is an advisor and
staff assistant to the Commandi ng Oficer and the Executive
O ficer concerning the interpretation and application of the
Uni form Code of MIlitary Justice, the Manual for Courts-Mrtial,
and other mlitary |laws and regul ations in the nmai ntenance of
di sci pline and the adm nistration of justice within the command.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Draft the orders convening courts-martial and the
appoi nting orders of officers assigned to conduct JAG Manual
i nvestigations. Wen circunstances permt, consult a judge
advocat e when preparing such docunents and others related to the
adm nistration of Mlitary Justice, JAG Manual investigations,
and so forth.

(2) Ensure that officers and enlisted personnel assigned
to courts-martial, investigations, and other |egal duties are
famliar with those duties.

(3) Collaborate with the Training Oficer to ensure that
all officers and enlisted personnel are fully acquainted with
their rights and obligations under the UCMI.

(4) Supervise the technical and clerical preparation of
char ges.

(5) Participate, as required, in processing cases
i nvol vi ng nonj udi ci al puni shnent; and reconmend that appropriate
cases be referred to trial by courts-martial.

(6) Review court-martial records , and prepare a
recomendation in accordance with the MCMto assi st the convening
authority in deciding what action to take on the sentence.

Consult a judge advocate when circunstances permt.

(7) Review for accuracy, clarity, consistency,
conpl eteness, and conpliance with applicable directives, JAGVAN
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i nvestigative reports, and prepare recomended conmand
endor senent .

(8) Refer personnel needing assistance with personal
| egal problens to the cogni zant Naval Legal Service Ofice or
nearest Armed Forces |egal assistance officer. (See JAG Manual,
Chapter VII.)

(9) Draft orders convening formal pretrial investigations
pursuant to Article 32, UCMJ; and

(10) Draft the Convening Authority's action on the record
of trial and the court-martial issuing order, when required.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Legal O ficer reports
to the Executive O ficer for the performance of assigned duties
and to the X-Division Oficer for matters of accountability and
routine division admnistration of the enlisted personnel
assigned to his or her supervision. Wen a Judge Advocate is
assi gned, the Judge Advocate shall head a Legal Departnent and
t he provisions of paragraph 332 shall apply.

O ficers and enlisted personnel assigned to the |legal office
report to the Legal O ficer.

303.11 PERSONNEL OFFI CER

a. BASIC FUNCTION. The Personnel Oficer is responsible for
enlisted personnel placenent follow ng the Personnel Assignnment
Bill and for the adm nistration and custody of enlisted personnel
records. SECNAVI NST 5720. 42E shall be referred to concerning al
requests for Departnent of the Navy records that can reasonably
be interpreted as requests under the Freedom of Information Act.
Addi tional 'y, SECNAVI NST 5211.5D nust be carefully foll owed
concerning collecting personal information and saf eguardi ng,
mai nt ai ni ng, using, accessing, anmending, and di ssem nati ng
personal information maintained in systens of records.

Particular attention nust be paid to requests for lists of names
and duty addresses or hone addresses or phone nunbers of crew
menbers. See paragraph 510. 58.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Supervise the adm nistration of the personnel office.
(2) Maintain the service records of enlisted personnel.
Supervi se the accounting of enlisted personnel, including the
subm ssi on of Personnel Diary, maintenance of Enlisted

Distribution and Verification Reports, and review Enlisted
Manpower Aut hori zati on and Shi p/ Squadron Manni ng Docunents.
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(3) Ensure that all directives and comuni cati ons
relating to transfers, receipts, advancenents or reductions in
rating, reenlistnents, or any other changes in the status of
enl i sted personnel are executed and recorded.

(4) Supervise the processing of enlisted perfornmance
eval uations, |eave papers, identification cards, and orders.

(5) Conmply with directives pertaining to adm nistration
of enlisted personnel.

(6) Supervise the conpilation and forwardi ng of infornma-
tion fromservice records for the use of the Commandi ng O ficer
at Commanding O ficer's Nonjudicial Punishment, and maintain the
mast record if a judge advocate officer is not assigned.

(7) Review the eligibility of personnel to attend service
school s.

(8) Initiate correspondence concerning the unit's allow
ance and use of personnel to the type commander or Chief of Naval
Per sonnel .

(9) Performother duties as assigned.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Personnel O ficer
reports to the Executive Oficer for the performance of duty and
to the appropriate Division Oficer/Departnment Head regarding the
routi ne adm ni stration of assigned enlisted personnel.

303. 12 POSTAL OFFI CER

a. BASIC FUNCTION. The Postal O ficer supervises the
detail ed postal functions of the command.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Organi ze and supervise the postal functions of the
unit.

(2) Ensure timely distribution of the mails through mai
orderlies appointed fromeach division.

(3) Ensure that the designation of a Navy Postal Cerk is
entered on a separate page 13 (Admnistrative Remarks) of the
service record.

(4) Ensure proper security stowage for all postal effects
held in trust.
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(5) Ensure audits of stanp accounts are conducted
nont hly.

(6) Ensure noney order reports and funds are audited and
verified on each day noney order business is conducted, funds are
exchanged for U S. Treasury checks and all funds, reports and
related itens are submtted by registered mail to the Money O der
Division, St. Louis, Mssouri.

(7) Ensure Custodian of Postal Effects (COPE) and
Mlitary Postal Cerk(s) (MPC) are designated on DD 2257.

(8) Ensure conpliance with the OPNAVI NST 5112. 4B and
OPNAVI NST 5112. 5A (whi ch includes DOD Postal Manuals, Vols | and
Il respectively); OPNAVINST 5112.6B; and the U.S. Postal Service
Publ i cati ons (NOTAL).

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Postal Oficer reports
to the Commanding O ficer via the Executive Oficer on postal
matters. Enlisted personnel assigned to the post office report
to the Postal O ficer for technical direction and personnel
adm ni stration.

303. 13 PUBLI C AFFAI RS OFFI CER ( PAO

a. BASIC FUNCTION. The Public Affairs O ficer assists the
Commandi ng OFficer and the Executive Oficer in carrying out the
public affairs programof the unit. SECNAVI NST 5720. 42E shal | be
referred to concerning all requests for Departnent of the Navy
records that can reasonably be interpreted as requests under the
Freedom of Information Act. Additionally, SECNAVI NST 5211.5D
nmust be carefully followed concerning collecting personal
i nformati on and saf eguardi ng, mai ntai ning, using, accessing,
anmendi ng, and di ssem nati ng personal information maintained in
systens of records. Particular attention nust be paid to
requests for lists of names and duty addresses or honme addresses
or phone nunber of crew nenbers. See paragraph 510. 58.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Keep the Commanding O ficer and Executive Oficer
i nformed concerning public affairs trends, policies, and
potentialities, including directives on security and rel ease of
information for publication.

(2) Supervise the preparation of material for public
rel ease fromthe unit follow ng guidance fromthe chain of
command. Supervise conpliance with Public Affairs directives in
regard to rel eases or proposed rel eases concerning unit and
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personal achi evenent, serious accident/incident, and unit
participation in comunity relations activities.

(3) Assist the Coormanding Oficer in interviews with the

press.

(4) Assist in publishing the unit's newspaper, conducting
Captain's Call, and other internal comunication efforts as
desired.

(5) Coordinate and conduct an active community rel ations
program between the unit and |ocal civilian sectors/organiza-
tions.

(6) Prepare briefing material and information panphlets
for enmbarked guests.

(7) Ensure fleet honme town news center information is
properly conpiled and used by the comrand.

(8) Maintain liaison with higher echelon public affairs
of fices.

These duties are principal duties only. For nore detailed
duties, refer to Departnent of Navy Public Affairs Regul ations
SECNAVI NST 5720. 44A ( NOTAL) .

c. ORGAN ZATI ONAL RELATIONSHI PS. The Public Affairs Oficer
reports to the Commanding Oficer, normally via the Executive
O ficer regarding public affairs duties, and to the appropriate
di vision officer/departnent head regarding routine adm nistra-
tion. Enlisted personnel assigned to duty in public affairs
report to the Public Affairs Oficer.

303. 14 RECREATI ONAL SERVI CES OFFI CER

a. BASIC FUNCTION. The Recreational Services Oficer is
appointed to exercise admnistrative and executive control and
accountability for the recreational services program The
program shall be adm nistered follow ng the Afl oat Recreation
Manual (BUPERSI NST 1710. 17 (NOTAL)).

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Develop and administer an active and varied program
of recreation activities, interdivisional athletics, off-duty
activities and diversions for assigned personnel.
(2) Be custodian of the recreation fund if no other
of ficer is assigned.
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(3) Ensure preparation and tinely subm ssion of required
reports concerning recreational services activities.

(4) Develop a financial budget for appropriated and non-
appropriated funds and adm nister the use of recreation funds per
t he Recreational Services Manual and Navy Conptroller Manual,
Vol . VII (NOTAL).

(5) Supervise the purchase, maintenance, and di sposition
of all recreation property and equi pnent required to support the
recreational services program Ensure the equi pnment neets the
safety gui delines established by nationally recogni zed consensus
agenci es as determ ned by BUPERSI NST 1710. 20.

(6) Supervise the issuance and use of all recreation
equi pnent .

(7) Use the fornms specified in the Nonappropriated Fund
Accounting Procedures Manual, (NAVSO P-3520 (NOTAL)).

(8) Coordinate Recreational Services activities with
special interest groups, clubs, private associations, vol unteer
tour progranms, or other m scell aneous recreation prograns under
Navy or civilian sponsorship.

(9) Maintain liaison with other units, stations, and
civilian communities with respect to avail able recreation
prograns and facilities.

(10) Encourage participation in intramural sports
prograns to stimulate conpetitive spirit and physical fitness in
accordance with the health and physical readi ness program
(OPNAVI NST 6110. 1D (NOTAL)) and the weight control instructions.

(11) Maintain close liaison with Recreation Commttee,
Recreati on Council, and the | ocal Fleet Recreati on Coordi nator.

(12) Train and supervise the personnel assigned in the
speci ali zed functions of recreational services.

(13) Coordinate a recreational safety programw th the
unit's Safety O ficer. Pronote recreational safety through
trai ning and education. Conduct seasonally and geographically
appropriate training quarterly.

(14) Attend all neetings of the Recreation Council and
Recreation Comm ttee.
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(15) Conmuni cate the recreation needs of assigned
personnel to the Commandi ng O ficer.

(16) Maintain recreation source materials pertaining to
the proper adm nistration of the recreational services program

(17) The accounts of the Recreational Services Oficer
will be audited by the local Internal Review Staff as prescribed
by BUPERSI NST 7510.1, Local Audits of Recreational Services
Activities (NOTAL), or the Audit Board as prescribed by the
Bureau of Naval Personnel.

(18) Although not mandatory (unless al so assigned as
Recreation Fund Custodian), it is highly recormmended that the
Recreational Services Oficer attend the BUPERS Afl oat Managenent
Cour se.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Recreational Services
Oficer is responsible to the Commanding O ficer for the proper
functioning of recreation prograns. Personnel assigned to
recreational services shall report to the Recreational Services
Oficer. The Recreation Fund custodi an shall assist the
Recreational Services Oficer in admnistering the recreation
program

303.15 SAFETY OFFICER (Units without Safety Departnent)

a. BASIC FUNCTION. The Safety O ficer will be assigned to
duty directly under the Executive Oficer but with direct access
to the Commanding Oficer in matters of safety. The Safety
O ficer, when not a Departnment Head, will be of Departnent Head
status and seniority in order to coordinate the safety program
effectively. The Safety O ficer is responsible for coordinating
the inplenmentation of a conprehensive safety program based on
obj ectives established by the Commanding O ficer, pronoting
maxi mum cooperation in safety matters at all |evels, ensuring
wi de distribution of safety information, nonitoring the
subm ssion of required safety reports to ensure accuracy and
timeliness, and mai ntaining appropriate safety records and
statistics.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Act as the principal advisor to the Commandi ng
O ficer on safety and health matters.

(2) Oversee unit-wide planning to inplenment all elenents
of the Safety Program

(3) Prepare and submt, through the chain of comrand,
requests for outside professional safety support such as
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i ndustrial hygi ene surveys, conprehensive safety inspections and
not or vehicle safety training.

(4) Participate in mshap investigations as appropriate.

(5) Ensure tinmely and accurate subm ssion of required
m shap reports.

(6) Maintain and anal yze safety records (inspection/
survey reports, injury reports, mshap statistics, specific
hazard | ocations, and nedi cal evaluation statistical data).

(7) Participate in or appoint a trained safety supervisor
to participate in zone inspections.

(8) Ensure wi de dissem nation of safety information.

(9) Schedul e/ coordi nate safety training with the Training
O ficer/Planning Board for Training.

(10) Serve as advisor-recorder of the Safety Council.
Prepare agenda for issuance by the Commandi ng O ficer/Executive
Oficer.

(11) Serve as chairperson of the Enlisted Safety
Conmittee.

(12) Evaluate, in conjunction with the Safety Council,
the unit's Safety Program for effectiveness and conpli ance.

(13) Ensure with the assistance of the 3-M Coordi nator,
that safety discrepancies beyond the unit's capability are
properly identified in the Current Ship's M ntenance Project
(CSMP) and are entered into the Availability Wrkl oad Package.

(14) Periodically nonitor the Navy's Medical Surveillance
Program

c. ORGAN ZATI ONAL RELATI ONSHI PS
(1) The Safety Oficer reports to the Conmanding O ficer
for mtters regarding safety and to the Executive Oficer for
matters relating to the admnistration of prograns and the
correction of deficiencies.

(2) Personnel assigned to duty under the Safety Oficer
report to himher.

(3) The Safety Oficer collaborates with all departnent
heads, executive assistants, and division safety officers in
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safety matters and program nanagenent. All hands have direct
access to the Safety Oficer.

303.16 SECURI TY MANAGER

a. BASIC FUNCTION. The Security Manager is responsible to
t he Commanding Officer for the managenent of the command
i nformati on and personnel security program An officer or
civilian enpl oyee, GS-11 or above, designated in witing, as
outlined in Chapter 6, Section 620.5 will be assigned this duty
as sole, principal, or collateral duty depending upon the scope
of the unit's security responsibilities. An officer designated
as the command's Security Manager nust be U. S. citizen, have a
satisfactory Background | nvestigation, and have conpl eted the
Security Manager Correspondence Course, NAVEDTRA 10987 (series).
The designation of such officers shall be identified on organi-
zational charts, telephone listings, rosters, etc. The officer
wi |l have sufficient staff assistance and authority to carry out
an effective information security program Specific security
tasks may be assigned to other officers, but the Security Manager
remai ns responsi ble for coordinating all aspects of the
information security programto ensure proper classification
managenent, personnel security, information systens security,
physi cal neasures for protecting classified nmaterial, and
security education and training.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Serves as the Conmanding O ficer's advisor and direct
representative in matters pertaining to the security of
classified informati on and personnel security.

(2) Develops witten command i nformati on and personnel
security procedures, including an enmergency plan which integrates
energency destruction bills where required.

(3) Fornul ates and coordi nates the command's security
educati on program

(4) Ensures that threats to security, conpronises, and
ot her security violations are reported, recorded and, when
necessary, investigated vigorously. Ensures incidents falling
under the investigative jurisdiction of the Naval Crim nal
| nvestigative Service (NCIS) are imediately referred to the
nearest NCIS office. Maintains liaison with cognizant staff
j udge advocate or Naval Legal Service Ofice to ensure required
i nvestigations are conpleted in accordance with pertinent
directives.
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(5) Admi nisters the command's program for classification,
decl assification, and downgradi ng of classified information.

(6) Coordinates the preparation and nai nt enance of
classification guides in the comand.

(7) Maintains liaison with the command's Public Affairs
O ficer to ensure that proposed press rel eases and proposed
nonofficial works or speeches which could contain classified
information are referred for security review. (See SECNAVI NST
5720. 44A, Public Affairs Manual ; SECNAVI NST 5510. 25A,
Responsibility Review of DON Information; and Navy Regs.)

(8) Ensures conpliance with accounting and control
requirenents for classified material, including receipt,
di stribution, inventory, reproduction, and disposition.

(9) Coordinates with the Security O ficer on physical
security measures for protection of classified naterial.

(10) Ensures that any electrical or electronic processing
equi pnent neets control of conprom sing emanations ( TEMPEST)
requi renents.

(11) Ensures security control of visits to and fromthe
command when the visitor requires, and is authorized, access to
classified information.

(12) Ensures protection of classified information during
visits to the command when the visitor is not authorized access
to classified informati on.

(13) Prepares reconmendations for rel ease of classified
information to foreign governnents.

(14) Ensures conpliance with the Industrial Security
Program for classified contracts with DOD contractors.

(15) Ensures that all personnel who are to handl e
classified information or to be assigned to sensitive duties are
appropriately cleared and that requests for personnel security
i nvestigations are properly prepared, submtted, and nonitored.

(16) Ensures that access to classified information is
l[imted to those with the need to know

(17) Ensures that personnel security investigations,
cl earances, and access are recorded.
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(18) Coordinates the command program for continuous
eval uation of eligibility for access to classified information or
assignment to sensitive duties.

(19) Maintains liaison with the command Special Security
O ficer concerning investigations, access to Sensitive Conpart -
mented I nformation (SCl), continuous evaluation of eligibility,
and changes to information and personnel security policies and
pr ocedur es.

(20) Maintains records of personnel foreign travel
reported by assigned personnel. These records should identify,
whenever possible, the traveller's route and node of travel,
destination, length of stay, identity of fellow travellers (when
acconpanying the traveller), and identity of tour operator (if a
tour operator is used).

(21) Coordinates with the command ADP and Physi cal
Security Oficers on matters of conmon concern

c. ORGAN ZATI ONAL RELATI ONSHI PS

(1) The Security Manager reports to the Conmmandi ng
Oficer on matters of security and to the Executive Oficer for
adm nistration of the informati on and personnel security program

(2) When assigned, the Top Secret Control Oficer and the
| nformati on systens Security Oficer report to the Security
Manager. Personnel assigned to the Security Manager report to
hi ml her .

(3) The Security Manager col |l aborates w th Depart nent
Heads, the Security O ficer, Comrunications Security Mterial
(CVB) Custodian, Nuclear Safety O ficer, ADP System Security
O ficer and others as necessary to ensure the safeguardi ng of
classified information.

d. REFERENCES

(1) OPNAVI NST 5510.1H, Departnent of the Navy Information
and Personnel Security Program Regul ati on.

303.17 SECURI TY OFFI CER

a. BASIC FUNCTION. The Security Oficer is responsible for
t he supervision, direction, and enploynment of the assets of the
Security Departnent/Di vision, for the security of the ship, and
for assisting the Cormmanding O ficer to maintain good order and
di scipline of the ship. Wen no security officer is authorized/
assigned; the duties, responsibilities, and authority descri bed
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i n paragraph 303.17b will be assuned by the CVAA or an assi gned
of fi cer assisted by the CMVAA

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Plan, manage, inplenent, and direct the ship's
physi cal security, |law enforcenent, antiterrorism and | oss
prevention prograns, including devel opnent and nai nt enance of
conprehensi ve physical security instructions and regul ati ons.

(2) Determ ne adequacy of the ship's physical security,
antiterrorism and | oss prevention prograns; identify those areas
in which inprovenents are required. Prepare a conmand Physi cal
Security Plan which identifies material, spaces, and equi pnent
that require protection. Determ ne specific resources
(personnel, material, and funds) required for the security of the
command and constraints in resource application; and devel op a
concept of operations for contingencies and potential threats.

(3) Provide training for the Master-At-Arns force, brig
staff, security watch standers, shore patrol personnel, beach
guards, and ship's security response force.

(4) Coordinate with Departnment Heads concerning their
respective departnents, internal/external, and | ower deck
security watch and patrol requirenments. Mtters relating to the
security of special weapons is under the cogni zance of the
Weapons O ficer, and the Commandi ng Oficer of the Marine
Det achnment, if assigned.

(5) Provide assistance to the Beach Guard O ficer as
required.

(6) Enforce U S. Navy Regul ations with respect to the use
or introduction of controlled substances on board. Coordinate
the efforts and scheduling of a drug detection dog, when
enbar ked.

(7) Organize and direct the Master-At-Arns force in
providing a positive |law enforcenent programto include both
patrol and investigative functions.

(8) Ensure liaison concerning nutual security
responsibilities is maintained wwth federal and civil agencies,
host country officials or mlitary activities.

(9) Enforce U S. Custons |aws as required.

(10) Exercise positive supervision over the brig.
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(11) Ensure that when in port the brow, gangway
(accommodation | adder), pier, forecastle, fantail, and perineter
security watches are manned by properly trained personnel.

(12) Ensure that security watches and Master-At-Arnms
patrols are established, both at sea and in port, and perineter
security watches are manned by properly trained personnel.

(13) Ensure that security watches and Master-At-Arnms
patrols are established, both at sea and in port, to naintain a
| evel of security that will protect the ship fromany disruption.

(14) Wen directed by the Commandi ng O ficer, post the
i nternal and/or external security watch.

(15) During general visiting, direct the Master-At-Arns
force in the posting of sentries and gui des for the general
policing of visitor area. Prior to getting underway, ensure a
t hor ough search of the ship for stowaways is nmade by departnents
and a report of the search is made to the OOD

(16) Ensure that the Master-At-Arns force acts as roving
safety inspectors and assists the Safety O ficer in keeping the
safety programviable at all tines.

(17) Provide guidance and assi stance to the Commandi ng
O ficer on crine prevention/loss prevention and its inpact on the
quality of life.

(18) Devel op and maintain a command M ssing, Lost,
Stol en, or Recovered (M.SR) Property Program and supporting | oss
prevention plan which:

(a) ldentifies and prioritizes, by attractive nature
and likelihood of |oss, assigned property susceptible to theft
and pil ferage.

(b) ldentifies command property accountability,
i nventory, causative research, and inspection procedures in
effect.

(c) Establishes procedures for adequate internal and
external investigative neasures, and for the review and trend
anal ysis of | osses.

(d) Establishes conmand function areas and desi gnates

personnel to be active in, and responsible for, |oss reporting,
trend anal ysis review, and investigative requests and |iaison.
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(e) Establishes procedures for ensuring that all
| osses and gains, inventory adjustnents, and surveys of property
are reported foll ow ng SECNAVI NST 5500. 4G and ot her directives as
appropri at e.

(f) Monitors legal, disciplinary, and adm nistrative
procedures applicable to those found responsible and |iable for
| osses.

(19) Conduct physical security surveys, inspections, and
audi ts.

(20) Identify the real property and assets, by priority,
to be protected.

(21) Identify restricted areas and ensure such areas are
properly designated by the Conmanding O ficer.

(22) Determ ne boundaries and establish perineters of
restricted areas.

(23) Assess the security threat to the ship including
restricted areas.

(24) Determine and identify the necessary resources to
i npl enent effective Physical Security and Loss Prevention
Pr ogr ans.

(25) Recogni ze constraints in resource application

(26) Determ ne and recomrend establishnent of barriers at
poi nts of ingress and egress (e.g. pier, brows, accomobdation
| adders, etc.).

(27) Devel op and maintain the personnel identification
and access control systen(s), as required.

(28) Where applicable, coordinate security requirenents
of enbarked staffs and ensure that those requirenents are entered
in applicable instructions.

(29) Provide technical assistance on all security
matters.

(30) Devel op security and anti-terrorism aspects of
crisis managenent. Participate in the planning, direction,
coordi nation, and inplenentation of procedures for crisis
managenent of situations (including hostage situation) which pose
a threat to the physical security of the ship. Act as the
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commandi ng officer's crisis manager and primary staff advisor
during any security related crisis.

(31) Identify through surveys, inspections, and budget
subm ssi ons, physical security procedures, equipnent, and
security upgrades which will detect, delay, deter, and/or prevent
wrongful renoval, damage, destruction, or conprom se.

(32) Identify other physical security neasures and
procedures necessary to acconplish the ship's m ssion.

(33) Establish and provide for naintenance of records
relating to | osses of governnment and personal property and
vi ol ati ons and breaches of physical security measures and
procedures. These records shall be retained until conpletion of
t he cogni zant | mredi ate Superior in Command (ISIC) inspection
cycle, or a mninmumof three years, whichever is greater.

(34) Act as ship's point of contact for coordinating and
nmoni tori ng physical security waivers and exceptions.
Addi tionally, review and endorse requests for waivers and
exceptions for forwarding to approving authority.

(35) Establish and rmaintain |iaison and working rel ation-
shi ps and agreenents with the local NCIS Ofice or enbarked NCI S
Agent. Liaison with Federal investigative agencies nust be
conducted through the ship's servicing NCIS Ofice which is
excl usively responsible for maintaining liaison on all crimnal
and security investigative and counterintelligence matters with
federal |aw enforcenent, security, and intelligence agencies.

(36) Serve as facilitator of, and be responsible for,
m nutes and records of the ship's Physical Security Review
Conmittee.

(37) Maintain regular contact and coordinate with
managers of specialized security prograns within the ship
concerni ng physical security threats and requirenents.

(38) Maintain contact with and solicit advice fromthe
cogni zant staff judge advocate concerning the |egal aspects of
physi cal security.

(39) Devel op, maintain, and adm ni ster an ongoi ng
security education program enconpassi ng physical security, crine
prevention, |oss prevention, antiterrorism and |ocal threat
condi ti ons.
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(40) Identify the nunber of posts, patrols, and strengths
of the security forces sufficient to protect from react to, and
confront situations and circunstances which threaten personnel
and property.

(41) Prepare post orders, standard operating procedures,
and training plans for the security force and security reaction
force, to include use of force, apprehension, and tenporary
detention of intruders and violators, antiterrorism and other
appropriate topics.

(42) Develop witten security orders and/or directives to
cover all phases of physical security operations.

c. ORGAN ZATI ONAL RELATI ONSHI PS

(1) The Security Oficer reports to the Conmmandi ng
Oficer in matters relating to the physical security of the ship
and to the Executive Oficer for the adm nistration of the
physi cal security plan.

(2) The Security Oficer collaborates with departnent
heads, the Security Manager, and others as necessary to ensure
t he physical security of the ship.

(3) The Chief Master-at-Arnms (unless also the Security
Oficer), the brig supervisor, and the physical security petty
of ficer report to the Security Oficer.

d. REFERENCES

(1) SECNAVI NST 5530. 4A, Naval Security Forces Ashore and
Af | oat .

(2) SECNAVI NST 5500. 29B, Use of Force by Personnel
Engaged in Law Enforcenent and Security Duties.

(3) OPNAVI NST 5530. 14B, Physical Security and Loss
Prevention Manual .

(4) OPNAVI NST 5510. 1H, Departnent of the Navy Information
and Personnel Security Program Regul ati on.

303.18 SEN OR WATCH OFFI CER
a. BASIC FUNCTION. The Senior Watch O ficer, under the
direction of the Executive Oficer, is responsible to the

Commandi ng O ficer for the assignment and general supervision of
al | deck wat chstanders, both underway and in port.
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b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Maintain a data file of officer underway and in-port
deck wat chstanders, including watchstandi ng qualifications,
assignment to watches, and section assignnment.

(2) Coordinate the training of deck watch officers.

(3) Prepare the officer underway and in-port watch bills
subj ect to the approval of the Commandi ng O ficer.

(4) Prepare the enlisted underway and in-port watch bills
subj ect to the approval of the Executive Oficer.

(5) Schedule rotation of the unit's in-port duty
secti ons.

(6) Arrange for and supervise training of watchstanders
required to bear fire armns.

c. ORGAN ZATI ONAL RELATIONSHI PS. The Senior Watch O ficer
reports to the Commandi ng O ficer for approval of officer watch
bills and to the Executive O ficer for the training of deck watch
officers. He or she coordinates training with Security Oficer
as appropriate.

Heads of Departnents will recommend qualified enlisted personnel
of their departnments for departmental watches to the Senior Watch
Oficer.

303.19 SH P'S SECRETARY

a. BASIC FUNCTION. The Ship's Secretary is responsible,
under the Executive Oficer, for the adm nistration and account -
ability of ship's correspondence and directives, for
adm ni stration and custody of officer personnel records, and for
t he mai ntenance of reports and the fornms control program The
Ship's Secretary supervises the preparation of the Commandi ng
O ficer's personal correspondence and fitness reports. The Seni or
Yeoman (YN) is the Conmanding O ficer's witer.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Supervise the adm nistration of the Captain's office.
(2) Review all correspondence prepared for the signature
of the Commandi ng O ficer or Executive Oficer, ensuring that it

conforms with the Navy Correspondence Manual and conmand
directives.
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(3) Process incom ng and outgoi ng correspondence with the
exception of Secret and Top Secret, unless al so designated as
Security Manager and Top Secret Control Oficer, to ensure it is
expeditiously routed and accounted for.

(4) Maintain the command's central correspondence files
fol | owi ng SECNAVI NST 5210. 11D ( NOTAL) .

(5) Supervise the forwarding of required reports, and
mai ntain the Master Reports Tickler File.

(6) Advise Departnent Heads, Executive Assistants, and
clerical personnel on proper format of correspondence.

(7) Wth the exception of Naval Warfare Publications,
maintain a reference library of all publications required for
ship's adm nistration. Mintain a master list of all publica-
tions and their | ocation.

(8) Be the directives control point for all directives
prepared, issued, or handled wthin the Navy directives system
with the exception of departnent and division directives.

(9) Control the reproduction and issuance of directives
signed by the Commandi ng O ficer or Executive Oficer. Miintain
the command' s central directives files.

(10) Be responsible for officer personnel record
adm ni stration.

(11) Supervise the distribution, handling, preparation,
and forwarding of officer fitness reports.

(12) Administer the officer personnel accounting system
(13) Maintain official case files.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Ship's Secretary
reports to the Commanding Oficer, to the Executive Oficer
regardi ng assigned duties, and to the Adm nistrative Assistant
regardi ng routine adm nistration of personnel assigned to the
Captain's office. Al personnel assigned to the Captain's office
report to the Ship's Secretary.

303.20 NAVY TACTI CAL COMVAND SUPPORT SYSTEM COORDI NATOR ( NTCSS)
(OPTIM ZED AND LEGACY SNAP)

a. BASIC FUNCTION. The NTCSS System Coordi nator shall be an

of ficer or chief petty officer (or senior petty officer aboard
unit | evel ships) assigned the primary duty to coordi nate the
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i npl enent ati on, operation and nmai ntenance of the NTCSS. For
Force Level commands, in addition to the NTCSS System

Coordi nator, an individual Functional Area Supervisor (FAS) wll
al so be assigned for each individual application, such as SUADPS,
R- SUPPLY, OWMS-NG NALCOM S and RADM The FAS will report to
respective Division Oficers/Departnment Heads for subject rel ated
i ssues. For exanple, the FAS for R-SUPPLY would report to the
Supply Oficer for supply-related i ssues. The NTCSS Coordi nat or
will be assisted by one or nore NTCSS system mai ntainers who wll
be trained to performpreventive and corrective mai ntenance on

t he NTCSS system

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Be responsible for the operation and mai nt enance of
t he NTCSS system foll owi ng Navy NTCSS gui del i nes.

(2) Serve as the primary point-of-contact between off-
ship activities interfacing with the NTCSS system

(3) Coordinate, nonitor, and schedul e NTCSS production
requirenments with functional area supervisors.

(4) Ensure equitable allocation of NICSS services to al
departnents with functional requirements.

(5) Install and inplenment updated software and data files
under the guidance of SPAWARSYSCEN and ot her support conmmands.

(6) Schedul e and coordi nate software/ hardware assi stance
from TYCOM SPAWARSYSCEN and ot her support conmands.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The NTCSS Syst em Coor di na-
tor will be a primary billet aboard ships with SNAP |/ SNAP I
systenms. The NTCSS System Coordi nator will be designated to
provi de a single point-of-contact and act as a data manager for
NTCSS admi ni stration and operation. The NICSS System Coor di nat or
will report to the C'l Departnment Head as a special assistant in
controlling the ship's data in all matters relating to the NTCSS
system (i npl enment ati on, operation, maintenance and ADP security
requi renents). The NTCSS System Coordi nator will al so keep any
custoner departnents up-to-date as to system status.

303. 21 TRAI NI NG OFFI CER
a. BASIC FUNCTION. The Training O ficer assists the

Executive Oficer in the fornulation and adm ni stration of the
unit training program
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b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Serve as a nenber of the Planning Board for Trai ning.
(2) Maintain contact with training activities of the
shore establishnment to advise the Planning Board on availability,
and use of training facilities.

(3) Manage the formal schools training program including
obtai ning and cancel i ng quotas, dissem nation of quota informa-

3-34a Enclosure (1)



OPNAVINST 3120.32C
11 April 1994

tion, preparation of Tenporary Additional Duty (TAD) orders, TAD
target funds (TADTAR) managenent, and service record entries.

(4) Coordinate indoctrination courses for all newy
reported personnel.

(5) Prepare a training programfor mdshipnen and reserve
personnel enbarked for training duty.

(6) Evaluate, with the Planning Board for Training, the
effecti veness of using records, reports, graphs, and other
control devices for unit-w de, departnment, and division training
pr ogr ans.

(7) Prepare, issue and maintain training schedules after
t he Pl anning Board for Training has outlined the requirenents.

(8) Coordinate with the Operations Oficer in scheduling
trai ni ng exercises.

(9) Supervise inplenentation of The Personnel Qualifica-
tion Standards (PQS) System and ensure its use as the basis for
training objectives within the command training program

(10) Maintain an index of applicable PQS for use in the
unit. Ensure that an adequate supply of all applicable PQS
packages is maintained.

(11) Supervise the administration of the command' s
overal | training program

(12) Coordinate a safety training programwith the unit's
Safety Oficer. See paragraph 705.2a and b.

c. ORGAN ZATI ONAL RELATIONSHI PS. The Training Oficer

reports to the Executive O ficer regarding assigned duties.
He/ she col | aborates with the follow ng officers in devel oping the
overal |l training programand in inplenenting special training
progr ans:

(1) G her menmbers of the Planning Board for Training

(2) Department heads

(3) First Lieutenant

(4) Damage Control Assistant

(5) Adm nistrative Assistant/Personnel Oficer
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(6) Educational Services Oficer

(7) Training Assistants of departnent heads.
(8) Security Manager

(9) Safety Oficer

(10) Legal Oficer

Personnel assigned to the training office report to the Training
Oficer.

303. 22 3- M COORDI NATOR

a. BASIC FUNCTION. The 3-M Coordi nator manages all facets
of the 3-Mprogram Prerequisite formal schooling in adm nistra-
tion and operation of the shipboard 3-M system or appropriate PQS
qualification in 3-Msystemw ||l be conpleted prior to assign-
nment .

b. DUTIES AND RESPONSI BI LI TI ES

(1) Carry out the duties and responsibilities set forth
i n OPNAVI NST 4790. 4B.

(2) ldentify safety deficiencies and coordi nate correc-
tive action (See paragraph 705. 3).

c. ORGAN ZATI ONAL RELATI ONSHI PS. The 3-M Coordi nat or
reports to the Executive O ficer for coordination and direct
supervision of all facets of the 3-M program Departnent Heads,
Division Oficers, Departnmental 3-M Assistants, and Wrk Center
Supervi sors col |l aborate with the 3-M coordi nator on matters
relating to the 3-Msystem In aircraft carriers the 3-M
Coordi nator reports to the Miintenance Managenent Depart nment
(MVD) Head.

303. 23 LAY READER

a. BASIC FUNCTION. A Lay Reader may be appointed in witing
by the Conmmanding O ficer to serve for a period of tine to neet
the religious needs of a particular religious faith group.
Commandi ng O ficers are encouraged to seek the advice and assi s-
tance of the Command Chaplain or chaplain attached to a higher
echel on regarding the selection of an appropriate |ay reader.
There is no civilian credential or approval inplied in the
appoi ntment by the Commanding Officer. 1In addition, appointnent
as Lay Reader term nates when the need is no | onger apparent; for
exanple, at the end of a deploynment, or when the Lay Reader is
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transferred. Lay readers shall be selected on the basis of high
noral character, notivation and religious interest. Conmmandi ng

Oficers will ensure that lay readers are properly trained. In
order to facilitate their work with chaplains and |ay readers of
all faith groups, Religious Program Specialists (RP) will not be

assigned as | ay readers.
b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Conduct lay services of his/her specific faith group.
Lay- conducted services are supplenental to the Command Rel i gi ous
Program deri ved out of necessity and are not to be considered a
substitute for divine services conducted by chapl ains or ordained
civilian clergy.

(2) Except in extraordinary circunstances, chapl ains
shall be the only persons to adm ni ster sacranents aboard Navy
ships. In cases of necessity, however, Commandi ng Oficers nmay
permt |lay readers to adm ni ster sacranents to nenbers of their
faith group, providing the |l ay reader has been approved in
witing by the specific religious body. Although religious
authority to adm nister sacranents may be granted to a | ay reader
by a particular faith group, perm ssion to adm nister sacranents
aboard a Navy ship rests solely with the Commandi ng O fi cer.

(3) Oferings should not be taken at |ay-conducted
services, except as authorized by the Commanding O ficer. Any
nmoni es collected will be used for religi ous benevol ence purposes
only.

c. ORGANI ZATI ONAL RELATI ONSHI PS. Lay readers aboard ships
wi t hout chaplains report to the Executive Oficer regarding their
responsibilities. Coordination with a chaplain of the next
hi gher echelon is required unless precluded by mlitary
necessity. Lay readers aboard ships with chaplains report
directly to the chapl ain.

d. REFERENCES
(1) SECNAVI NST 1730. 7A ( NOTAL)
(2) OPNAVI NST 1730. 1B
303. 24 NAVAL RESERVE COCRDI NATOR
a. BASIC FUNCTION. The Reserve Coordinator assists the
Executive Oficer in the proper admnistration of Naval Reserve

Personnel assigned to fill valid nobilization billets of the
command or assigned for training. The basic functions are:
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(1) Coordinate the integration of reserve personnel into their
assigned nobilization billets and assist in their training and
r eadi ness.

(2) Plan and coordinate training for Sel ected Reserve
per sonnel enbarked on their annual two-week Active Duty for
Trai ning (AT) and weekend Inactive Duty Training Travel (IDTT).
Maintain lialison with reserve unit representatives in neeting
nobi | i zati on readi ness needs of the command.

b. DUTIES, RESPONSIBILITIES AND AUTHORI TY

(1) Manage the reserve training program by planning,
nmoni toring, and evaluating the nobilization training of assigned
reserve units/personnel to include:

(a) Monitor nobilization billet qualification
pr ogr ess.

(b) Provide necessary support for reserve unit
trai ning functions.

(c) Provide command assessnent on the specifics of
unit readi ness attainnent.

(d) Ensure the conpletion and forwarding of al
i ndi vidual and unit eval s/reports as required.

(2) Provide preplanning to optim ze training opportuni-
ties in the follow ng areas:

(a) Personnel Qualification Standards (PQS)
(b) NOBC/ NEC requirenents

(c) Watchstanding qualifications

(d) Warfare qualifications

(e) Teamtraining: i.e., Damage Control, firefight-
ing teans, etc.

(f) I'ndoctrination, |ectures, famliarization of
conmmand.

g) School quotas or short courses of instruction
avai l abl e rel evant to reserve training.
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(3) As a nenber of the Planning Board for Training
(PBFT). Coordinate tinme periods for scheduling of AT and IDTT to
maxi m ze reserve training.

(4) Coordinate with appropriate personnel to ensure
adequat e pl anning for:

(a) Berthing
(b) Messing
(c) Watch assignnents

(d) Necessary transportation during AT or weekend
traini ng

(e) Orders processing, pay, travel clainms, receipt of
adm ni strative packages (Record of Energency Data)

(f) Receipt of health records, nedical support

(g) Issuing of appropriate foul weather clothing and
saf ety equi pnent

(5) Notify unit of required security clearances, snal
armqualifications.

c. ORGANI ZATI ONAL RELATI ONSHI PS. The Reserve Coordi nat or
reports to the Executive O ficer regarding assigned duties and
interfaces with the Sel ected Reserve unit representative for
input prior to the training period and while the unit is present
to ensure training objectives are achieved. The reserve unit
representative shares equally in the responsibility to coordinate
training wwth the Reserve Coordinator. The Reserve Coordi nator
col l aborates with the following officers in adm nistering the
command' s reserve training program

(1) Menbers of the Planning Board for Training
(2) Dvision Oficers

(3) Admi nistrative Assistant/Personnel Oficer
(4) Security Manager/ O ficer

(5) Senior Watch O ficer

(6) Medical Representative
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303.25 MANAGEMENT CONTROL PROGRAM COORDI NATOR

a. BASIC FUNCTI ON. The Managenent Control Program
Coordi nator (MCPC) is responsible under the Executive Oficer for
coordi nati ng a Managenent Control Programto fulfill the
requi renents of the Federal Managers' Financial Integrity Act
(FMFIA) of 1982 (31 U.S.C. 3512), SECNAVI NST 5200. 35D, OPNAVI NST

5200. 25C and associ ated directives. In small commands the
Executive Oficer may choose to exercise this responsibility
directly. 1In |arge commands, comrands wi th numerous or conpl ex

managenent prograns, or commands with oversight responsibility
for many subordi nate conmands, the MCPC shall be a prinmary or
collateral duty billet.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Establish and maintain an inventory of assessable
units, segnmented al ong organi zational, functional and/or program
lines. An alternative nethodol ogy can be foll owed, provided
equi val ent results are obtained while still identifying vital
managenent controls.

(2) Monitor and nake recomrendations continuously to
i nprove the effectiveness of nmanagenment controls. Mnitoring
efforts should be docunmented. This process should naxim ze use
of existing nmanagenent eval uation data and m ninize creating
processes or procedures solely to execute the MCP

(3) Establish and coordinate a process that identifies,
reports, and corrects material weaknesses. This requirenent is
not meant to duplicate other existing processes for identifying,
reporting on, or correcting material weaknesses, nor to dimnish
the responsibility of other parts of the chain of command in
identifying, reporting, and correcting material weaknesses in
their areas. The MCPC ensures, however, that the results of
ot her processes for identifying, reporting and correcting
mat eri al weaknesses are avail able for audit or inspection, and
are considered in devel opi ng the command St at ement of Assurance
regar di ng managenent controls.

(4) Prepare reports required by the Navy MCP for
Commandi ng O ficer/ Executive Oficer review and approval as
required.

c. ORGAN ZATI ONAL RELATIONSHI PS. The MCPC reports to the
Executive Oficer regarding assigned duties, and coordinates with
appropri ate departnment heads and division officers concerning the
rel ati onship of departnental/ divisional managenent controls with
the MCP. In commands with an inspection or auditing
responsi bility over subordi nate commands, coordi nates
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appropriately to incorporate inspection/audit progranms in the
MCP, if the MCP is not part of the inspection/audit program
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304. BOARDS AND COW TTEES

a. GENERAL RESPONSIBILITIES. A board or committee is a
group of persons organi zed under a president, chairperson, or
seni or menber to evaluate a situation and make reconmendati ons
for solution or inprovenent; sit as a judicial body; or sit for
ot her purposes as directed in the order establishing the board or
commttee. They are policy working groups and shoul d not
normal Iy be assigned functions requiring supervision or direct-

i on.

(1) ORGANI ZATION. A board or commttee should be created
when required functions cannot be perfornmed within the duties
al ready assigned to an individual. Boards and conm ttees which
meet infrequently, such as once a year, need be activated only
during the period required. Wen necessary, the nenbership wll
be revised by the Executive Oficer. Periodic revisions wll be
done so as to give experience in these duties to as many officers
and enlisted personnel as possible, yet provide continuity of
menber shi p.

(2) MEMBERSH P. O ficers and enlisted personnel are
assigned to boards and conmittees as a collateral duty by the
Commandi ng O ficer or Executive Oficer. Such assignnents wl |
be announced in a unit notice. Any limts or special conditions
governing the assigned duties will be stated in a formal letter
to nenbers of the board or conmittee.

(3) ACTIVATION. The guides which follow provide for the
activation and functioning of boards and committees. Additional
boards and comm ttees nay be established as required.

304.1 AWARDS BOARD

a. PURPCSE. The Awards Board will be responsible for
assi sting the Conmander/ Commandi ng O ficer in eval uating
recommendati ons for awards to personnel in the command and to
ensure conpliance with all directives of higher authority. 1In
addition, the Awards Board is responsible to the Commandi ng
Oficer for inplementing a system (within the guidelines of
hi gher authority) to recomrend approval or disapproval and anount
of award to be paid by the Navy Incentive Awards Program

b. MEMBERSH P. The board will be conposed of two or nore
of ficers designated by the Commandi ng Oficer, one of whomwil|
be designated as the Incentive Awards O ficer. A chief warrant
of ficer or chief petty officer may al so be assi gned.
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c. PROCEDURE FOR M LI TARY AWARDS. The Awards Board will:

(1) I'nquire into and analyze all conmmand recomendati ons
for formal or informal awards requiring review by the Conmmander/
Commandi ng O ficer.

(2) Ensure that the acts or services described in the
recommendation fulfill all requirenments of applicable directives.

(3) Submit each reconmendation in proper format and with
appropriate conments for the Commander' s/ Commanding Officer's
consi der ati on.

d. PROCEDURE FOR | NCENTI VE AWARDS. The Awards Board wil|l:

(1) Develop a system of review and nake reconmendati on
for cash awards to conmand nenbers for suggestions, inventions,
or scientific achievenent contributing to efficiency, economny or
i mprovenent of operations within the Armed Forces.

(2) The Incentive Anmards O ficer will be a non-voting
menber of the board except in cases of a tie vote. He/she wll
present all associ ated docunents and correspondence for final
action by the Conmanding O ficer.

(3) Final approval or disapproval of the board' s recom
mendations rests with the Commandi ng O ficer.

e. CONVEN NG DATES. This board will be convened by the
seni or menber when required.

f. REFERENCES

(1) SECNAVI NST 1650. 1F Navy and Marine Corps Award Manual
( NOTAL) .

(2) OPNAVI NST 1650.8C Cash Awards for MIlitary Personnel
for Suggestions, Inventions, and Scientific Achievenments (NOTAL).

304.2 CENSORSH P BOARD

a. PURPCSE. The board will be responsible for wartine
censorship of all comunications as set forth in applicable
directives of higher authority.

b. MEMBERSH P. This board will consist of the Executive
Oficer as the unit's Chief Censor and a sufficient nunber of
censors to review outgoing nail. Any officer or warrant officer
may be detailed as a Censor by the Commandi ng O ficer.
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c. PROCEDURE. The procedures for censoring outgoing
personal nmail will be as prescribed by the unit's Chief Censor
and current instructions pertaining to Armed Forces censorship.

d. CONVENI NG DATES. Censors will neet at the tinme
prescri bed by the unit's chief censor.

304.3 CLAI MS | NVESTI GATI ON BOARD

a. PURPCSE. The Clains Investigation Board will investigate
every incident referred to the board which may result in clains
against or in favor of the United States Governnent.

b. MEMBERSH P. The board normally will consist of the
Command Legal O ficer and additional nmenbers as assigned. The
assistants will be under the general supervision of the investi-
gating officer who is the senior nmenber of the board.

c. PROCEDURES

(1) Consider all information and evidence resulting from
previ ous investigations.

(2) Conduct further investigations as necessary to obtain
a fair and inpartial appraisal. Ensure that a conprehensive,
accurate, and unbiased report is made to the Conmanding O ficer
or to higher authority.

(3) Refer all potential admralty clains to the judge
advocate assigned to the i medi ate superior in conmmand (ISIC) and
contact the Admiralty Division, Ofice of the JAG i medi ately.

d. CONVENI NG DATES. The board will consider matters as
referred.

e. REFERENCE. JAGQ NST 5800. 7C, Manual of The Judge Advocate
CGeneral (NOTAL).

304.4 CONTROLLED MEDI Cl NALS | NVENTORY BOARD

a. PURPCSE. The Controlled Medicinals Inventory Board wil
be responsible for conducting nonthly inventories of al
controll ed nmedicinals, except for bulk stocks carried in a stores
account .

b. MEMBERSH P. This board will be conposed of three
menbers, at |east two whom shall be officers. Enlisted personnel
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in pay grades E-7, E-8 or E-9 may serve as the third nenber at
the discretion of the Commanding Oficer. An officer of the
Medi cal , Dental, Nurse, or Medical Service Corps, if assigned,
shall be a nmenber provided the officer is not accountable for
such substances. On small ships and shore stations (less than
300 personnel), one officer and an individual in pay grades E-7,
E-8, or E-9 may constitute the board.

c. PROCEDURES

(1) A surprise inventory will be nmade nonthly, or nore
frequently, if necessary. The records will be audited, the seals
of unissued itenms checked for tanpering, and the stowage security
wi || be validated.

(2) The board will submt a witten inventory report for
approval of the Commanding O ficer.

d. REFERENCE. NAVMED P-117, Manual of the Medi cal
Depart ment ( NOTAL).

304.5 ENLI STED EXAM NI NG BOARD

a. PURPCSE. The Enlisted Exam ning Board will be respon-
sible for exam ning eligible, recomended enlisted personnel for
advancenent and/or change in rating. This board will adm nister
all exam nations for advancenent in rating.

b. WMEMBERSH P. This board will consist of three or nore
of ficers, designated in witing.

c. PROCEDURES. This board will ensure that exam nations are
adm ni stered following current instructions.

d. CONVENI NG DATES. The Exam ning Board will convene on
exam nation dates and on other dates as necessary to conduct
exam nati ons.

e. REFERENCES

(1) NAVM LPERSMVAN

(2) BUPERSI NST 1430. 16D Manual of Advancenent

(3) Oher current BUPERS, fleet, and force instructions
304.6 FLIGHT ORDER AUDI T BOARD

a. PURPCSE. The Flight Order Audit Board will establish
procedures for ensuring requirenents for hazardous duty pay are
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met as outlined in references listed in subparagraph e of this
secti on.

b. MEMBERSH P. The Flight Order Audit Board will be
appoi nted by the Commanding Officer and consists of at |east
three officers. Two of these shall be fromthe Supply Depart nent
and Air Operations Departnent.

c. PROCEDURES

(1) Ensure that records are kept, and flight certificates
are authentic per current instructions.

(2) Conduct a nonthly audit of all entries and docunents
pertaining to the flight orders issued for the previous nonth.

d. CONVEN NG DATES. Audits will be conducted i mredi ately
following the end of each nonth and prior to subm ssion of flight
certificates to the D sbursing Oficer.

e. REFERENCES
(1) NAVM LPERSMAN
(2) NAVCOVPT Manual, Vol. IV (NOTAL)
304.7 FORMAL SURVEY BOARD

a. PURPCSE. The Formal Survey Board will investigate the
| oss or damage to certain classes of materials. A formal survey
is required for classes of materials or articles designated by
the Secretary of the Navy or as specifically directed by the
Commandi ng O ficer.

b. MEMBERSH P. The Commanding O ficer will appoint a Fornal
Survey Board consisting of either one comm ssioned officer or a
board of three officers which includes as nmany conm ssi oned
officers as practicable. The followng officers will not serve
on the Survey Board:

(1) The Commandi ng O fi cer.

(2) The officer in whose records the articles are
carri ed.

(3) The officer having custody of the articles.
c. PROCEDURES. The Survey Oficer or a Survey Board will

t horoughly inspect the articles to determne their condition at
time of survey. |If articles are mssing, the officer or board
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will thoroughly review the circunstances. A full report will be
made to the Commanding O ficer on the survey formincluding
condition, cause, and accountability, together with a reconmenda-
tion regarding disposition, replacenment, or continuance in
service. Mssing-lost-stolen-recovered government property

reports will be coordinated with the Security Oficer.

d. CONVEN NG DATES. This board will be appointed by the
Commandi ng O ficer and will convene whenever a formal survey is
required.

e. REFERENCES.
(1) Afloat Supply Procedures, NAVSUP PUB 485 ( NOTAL)
(2) SECNAVI NST 5500. 4G ( NOTAL)
304.8 GENERAL MESS ADVI SORY BOARD

a. PURPCSE. The General Mess Advisory Board will solicit
recommendations fromthe command' s enlisted personnel regarding
the operation of the enlisted ness.

b. MEMBERSH P. The board will consist of one enlisted
representative fromeach departnent or division ensuring that al
enl i sted personnel have equitable representation. The board will
be chaired by the Food Services Oficer. Additional board
menbers may be designated by the Commandi ng O ficer.

c. PROCEDURES. The board consi ders suggestions, conmments,
and any other matters (including information from suggestion
boxes relating to the operation of the ness.

d. CONVENI NG DATE. The board will convene nonthly.
304.9 HULL BOARD

a. PURPOCSE. The Hull Board is established to inspect the
hull, tanks, free flood spaces, outboard fittings, valves, and
appendages at tinme of dry docking and prior to undocking to
ensure proper condition for waterborne operations.

b. MEMBERSH P. The board is conposed of the Engineer
Oficer, First Lieutenant, Danage Control Assistant, and
Operations Oficer. The senior officer is designated the senior
menber of the board.

c. PROCEDURES. The board conducts hull inspections at tine
of docki ng and undocking in conpany with the Docking Oficer.
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The seni or nmenber of the board reports the findings of the Hul
Board to the Conmanding O ficer.

d. CONVENI NG DATE. The board neets at the call of the
senior menber. Normally the board convenes at tinme of dry
docking and just prior to undocking.

304.10 MESS AUDI T BOARD ( AFLQOAT)

a. PURPCSE. The Mess Audit Board (wardroom and chief petty
of ficer mess) will be responsible for auditing the accounts of
t he respective ness treasurers.

b. MEMBERSH P. The Mess Audit Board will be conposed of at
| east three nenbers, and none may be connected wi th the manage-

ment of the nmess they audit. One nenber will be an officer who
will serve as senior menber. The other nenbers of the Mess Audit
Board will be comm ssioned officers, warrant officers, chief

petty officers or qualified petty officers. Consideration should
be given to the conposition of audit boards with regard to the
grade of the senior nmenber in relation to that of the custodian
of the mess funds.

c. AUDI T FREQUENCY. The Mess Audit Board will conduct
audits nmonthly.

d. AUDI T REPORT. The findings will be reported to the
Commandi ng O ficer via the Executive Oficer by the tenth of the
fol | owi ng nont h.

e. AUDIT PROCEDURE. In auditing the books of accounts and
records of the mess, the Mess Audit Board will be governed by
United States Navy Regul ati ons.

304.11 MONIES AUDI T BOARD
a. PURPOCSE. The Mnies Audit Board will ensure that al

government property and nonies are accounted for and are properly
protected and di sposed of; that personnel adhere to regul ations
and instructions; and that irregularities are corrected. The
Moni es Audit Board will audit the following in accordance with
current directives:

(1) Disbursing cash verification

(2) Post office funds

(3) Inprest funds

(4) Recreation fund
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b. MEMBERSH P. This board will consist of three or nore
i mpartial comm ssioned officers appointed by the Conmmandi ng
Oficer. One of the appointed officers should be a Supply Corps
officer. The Disbursing Oficer may not serve on the Mnies
Audit Board. Any two or nore of the audit board nenbers nmay nake
audits as outlined in the foll ow ng paragraphs.

c. PROCEDURES
(1) Disbursing cash verification audit nmenbers will:

(a) Famliarize thenselves with those parts of the
Navy Conptroller Manual which pertain to such verification.

(b) Convene at unannounced and irregular intervals
(at | east once each quarter) to verify the cash account of the
Di sbursing O ficer. The procedures outlined in the Navy
Conmptrol l er Manual will be foll owed.

(c) Imediately after the verification of the
Di sbursing Oficer's official cash, the board will verify
saf ekeepi ng deposits, including postage stanp stock, funds in the
custody of the Disbursing Oficer, and governnent checks on hand
(by actual count).

(d) The verifying officers will report their findings
ng to the Commanding O ficer imed ately upon conpl etion
cation of both official funds and saf ekeepi ng deposits.

in witi
of verifi

(e) The verifying officers will be held responsible
for correctness of cash verifications perforned.

(f) Reference. Navy Conptroller Manual, Vol. IV
(2) The post office funds audit nmenbers will:
(a) Inspect and audit accountable postal effects and
nmoni es, including the stanp fixed credit, noney order funds and
noney orders to determ ne their accuracy.

(b) Becone famliar with OPNAVI NST 5112. 4B (i ncl udi ng
DCOD Postal Manual, Vol. 1) which pertains to such verification

(c) Convene at unannounced and irregular intervals

(at | east once each nonth) to verify accountabl e postal effects
and noni es.
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(d) The verifying officers will report their findings
in witing to the Conmanding O ficer inmrediately upon verifying
of ficial funds.

(e) The verifying officers will be held responsible
for correctness of verifications perforned.

(f) Reference: OPNAVINST 5112.4B (i ncludes DOD
Postal Manual, Vol. I).

(3) Inprest fund audit nmenbers will:

(a) Verify that the cash and receipts on hand equal
the inmprest fund anmount. This will be done by actual count in
t he presence of the custodi an.

(b) Becone famliar with the NAVSUP Manual sections
regardi ng verification.

(c) Convene at unannounced and irregular intervals
(at | east once each quarter) to verify the inprest fund account
of the Disbursing Oficer. The procedures outlined in the NAVSUP
Manual P-560 (NOTAL) wi Il be foll owed.

(d) Verify that all transactions were properly
approved by the Supply Oficer and the Executive Oficer, al
recei pts properly certified, and purchasing directives conplied
with. (NAVSUP P-560) (NOTAL)

(e) The verifying officers will report their findings
in witing to the Conmanding O ficer inmrediately upon verifying
the official funds.

(f) The verifying officers will be held responsible

for correctness of cash verifications perforned.
(g) Reference. NAVSUP Manual (NOTAL)
(4) Recreation fund audit nmenbers will:

(a) Be designated in witing by the Comrandi ng
O ficer (Fund Admi nistrator) and be responsible for audits
and/ property inventories follow ng the Special Services Mnual,
Navy Conptroller Manual and Nonappropriated Fund Accounti ng
Pr ocedures.

(b) Convene at regularly schedul ed and unschedul ed/
unannounced intervals (at |least twice yearly) to verify the
recreation fund account. The detailed procedures outlined in the
Speci al Services Manual wi Il be foll owed.
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(c) Conduct a conplete inventory and audit of al
property and noni es whenever the custodian of the recreation fund
is relieved and at other tines as directed by the Fund Adm n-

istrator and as specified in the Special Services Manual. A copy
of all audits, to include working papers, docunentation and
inventories of recreation property, will be retained by the

activity revi ewed.

(d) Be assisted by the Special Services Oficer and
t he custodi an of the recreation fund in the conduct of such
audits and inventories. These two officers, however, will not be
menbers of the Audit and Inventory Board.

(e) Have had previous experience or training in
accounting, auditing, financial adm nistration or related fields,
i f possible.

(f) Verify that all transactions were properly
approved by conmand t hrough the budget or in response to
del i berati ons and recomendati ons fromthe Recreation Council and
Recreation Conmittee. All receipts should be properly certified
and all disbursenents made foll ow ng applicable directives.

Report the findings in witing to the Commandi ng
Oficer within ten (10) days of verification of all funds
(appropri ated and nonappropri ated) and records pertaining
thereto. The effectiveness of internal controls should be
particul arly noted.

(h) Be responsible for the correctness of the cash
verifications perforned.

d. REFERENCES
(1) BUPERSI NST 1710. 16 Afl oat Recreation Manual (NOTAL)

(2) NAVSO P-3520, Nonappropriated Fund Accounti ng
Procedures Manual ( NOTAL)

(3) Vol. VII, Navy Conptroller Manual .
304.12 NAVAL COMVERCI AL TRAFFI C FUNDS AUDI T BOARD
a. PURPCSE. This board will audit the accounts of the derk

of the Naval Commercial Traffic Fund nonthly or upon his/her
relief.
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b. MEMBERSH P. This board will consist of the Comuni ca-
tions O ficer and Supply Oficer, if practical, or tw officers
appoi nted by the Commandi ng O fi cer.

c. PROCEDURES. This board will:
(1) Verify the cash bal ance of the fund.

(2) Conduct a conplete audit of all accounts including
verifying the rates used.

(3) Make a report of inspection to the Comandi ng
Oficer. The report is retained for at | east one year subject to
audit from Commander, Naval Tel econmmuni cati ons Command or the
Commandi ng O ficer, U S. Navy Regional Finance Center,

Washi ngton, D.C.

d. CONVENI NG DATES. This board will convene nonthly or upon
the relief of the Cormercial Traffic O erk.

e. REFERENCES: NTP-9, U S. Navy Conmercial Conmunications
| nstructions (NOTAL).

304. 13 NUCLEAR WEAPONS SAFETY COUNCI L

a. PURPOCSE. The Nucl ear Weapons Safety Council will ensure
that all facets of the nuclear safety programare in effect.

b. MEMBERSH P. The Council will consist of the Conmandi ng
O ficer, Executive Oficer, Wapons or Conbat Systenms Oficer,
Engi neer O ficer, Security O ficer, Nuclear Wapons Safety
O ficer, Nuclear Wapons Handling Supervisor, Anti-submarine
Warfare (ASW Oficer and/or Mssile Oficer, Danage Control
Assi stant (DCA), First Lieutenant, Explosive O dnance D sposal
(EQD) O ficer (when assigned), a supply officer, the Mdical
O ficer, senior hospital corpsman, senior enlisted person from
each nucl ear weapons system Security Manager and Master Chief of
t he Conmand.

c. PROCEDURES. The council will ensure that nuclear safety
procedures are strictly observed by all command personnel. The
council will review the follow ng:

(1) Personnel reliability.
(2) Accident/incident reports.

(3) Safety, education, and training.

(4) Security.
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(5) Inspections.

(6) Storage, test, and handli ng.

(7) Energency destruction/command di sabl e.
(8) Weapons check sheets.

(9) Nucl ear weapons reading file.

d. CONVEN NG DATES. The council will be convened by the
Executive Oficer quarterly or as required to nmaintain an
effective nucl ear safety program

304.14 OFFI CER CANDI DATE EXAM NI NG BOARD

a. PURPCSE. The Oficer Candi date Exam ning Board will
exam ne applicants for appointnment to the United States Naval
Acadeny or other officer candidate progranms and recommend t hose
who are considered qualified.

b. WMEMBERSH P. This board will consist of three |ine
officers of the grade of |ieutenant or above. The senior nenber
shall be a |ieutenant commander or above.

C. PROCEDURES. This board wll:

(1) Personally interview each applicant concerning
education, aptitude for mlitary life, desire to becone an
of ficer and other matters concerning character or qualifications.

(2) Interviewthe division officers, petty officers, and
others with whom the applicant has served.

(3) Examine the service record of each applicant.

(4) Make a recommendati on on each applicant to the
Commandi ng O ficer. Only personnel who have outstandi ng records
and are consi dered exceptional candi dates for comm ssioning shal
be reconmended.

d. CONVEN NG DATES. This board will be convened when
directed by the Commanding O ficer.

e. REFERENCE. NAVM LPERSMAN 1020360 for BOOST,

NAVM LPERSMAN 1020315 for PA(WD, and applicable periodic
BUPERSNOTE 1120 for all others.
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304.15 PHYSI CAL SECURI TY REVI EW COW TTEE ( PSRC)

a. PURPCSE. The Physical Security Review Comrittee will be
responsi ble to the Commandi ng O ficer for advising and assisting
i n applying standards and i npl enenting the command' s physi cal
security and | oss prevention program

b. MEMBERSH PS. The PSRC will be conprised of the
fol | ow ng:

(1) Security officer (chairperson).

(2) Commanding Oficer, Marine Corps Security Barracks/
Conpany or, as appropriate, the senior nenber of the activity
Marine Corps Cadre if assigned.

(3) Conptroller/Di sbursing Oficer.

(4) Security manager and officers or managers of other
speci ali zed security prograns (i.e., base/activity policel/guard
supervi sor, ADP security officer, etc.).

(5) Public works officer or facilities manager/ chi ef
engi neer.

(6) Supply officer.

(7) Legal officer or general counsel if avail able.

(8) Directors/heads of activities/installations and maj or
command functions whose m ssions are influenced and i npacted by
security requirenents/Departnment Heads on ships.

(9) Senior rated nmaster-at-arns, or senior designated
mast er - at-armnms, assigned physical security duties.

(10) Internal review functional manager if avail abl e.

(11) Weapons/ordnance officer.

(12) Naval Crimnal Investigative Service.
Representative(s) of the Naval Crimnal Investigative Service,
while not listed in the required nenbership, should be included
if avail abl e.

c. PROCEDURES. This commttee will:

(1) Assist in determning requirenents for and eval uating
security afforded to areas of the activity.
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(2) Advise on establishnment of restricted areas.

(3) Review draft physical security and | oss prevention
pl ans or recommended changes prior to subm ssion to the
Commandi ng O ficer.

(4) Review reports of significant |osses or breaches of
security and recomend i nprovenents to the Physical Security and
Loss Prevention Program

d. CONVENI NG DATES. The PSRC wi Il convene as required and
at | east quarterly.

e. REFERENCE. Departnent of the Navy Physical Security and
Loss Prevention, OPNAVI NST 5530. 14B.

304.16 PLANNING BOARD FOR TRAI NI NG

a. PURPCSE. The Planning Board for Training will be
responsi ble to the Commandi ng Officer for developing a unit's
training programw th the ultinmate goal of well-trained and
qual i fied personnel.

b. MEMBERSH P. The Planning Board for Training will be
conprised of the foll ow ng:

(1) Executive Oficer (chairperson).
(2) Departnment Heads.
(3) Damage Control Assistant.
(4) Educational Services Oficer (recorder).
(5) Training Oficer.
(6) Medical Representative.
(7) Safety Oficer.
(8) Reserve Coordi nator.
(9) Command Master Chief.
(10) Legal Oficer
Assi stant Departnent Heads or Departnent Training Assistants are

desi gnated as alternates when attendance by the Departnent Heads
at neetings is inpractical.
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c. PROCEDURES

(1) Propose policies, nmethods and procedures for the
unit's training programincludi ng Naval Reserve personnel when
assigned, units enbarked for active duty for training, or units
on board for inactive duty training.

(2) Consider imrediate and | ong-range objectives for
unit's training.

(3) Coordinate the shipwi de use of PQS requirenents as a
basis for training prograns and objectives.

(4) Coordinate departnmental training activities.

(5) Integrate exercise and drill requirenents of the
departnments into the unit's operating schedul e and the plan of
t he day.

(6) Coordinate formal schools requirenments and
schedul i ng.

(7) Make recommendati ons concerning training records and
reports.

(8) Continuously evaluate results of the unit's training
program

(9) Coordinate the unit's indoctrination program
(10) Function as a habitability board when required.

d. CONVENI NG DATES. This board will convene as directed by
t he chairperson and at |east nonthly.

304.17 PRECI QUS METALS AUDI T BOARD

a. PURPOSE. The Precious Metals Audit Board will be
responsi ble to the Commandi ng O ficer for auditing precious
nmetals in the custody of the Dental Oficer.

b. MEMBERSH P. The audit board will consist of three
menbers. The nenbers will include at | east one conm ssioned
officer (a dental officer, whenever possible) and two ot her
menbers who may be comm ssioned officers or master/senior chief
petty officers. The Dental Oficer charged with the custody of
the precious or special dental netals will not be a nenber of the
audi t board.
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c. PROCEDURES. The board will audit the inventory records,
make a physical inventory of the netals, and date and sign the
report.

d. CONVENI NG DATES. This board will convene nonthly.

e. REFERENCE. NAVMED P-117, Manual of the Medi cal
Depart ment ( NOTAL).

304. 18 RECREATI ON COW TTEE

a. PURPCSE. The Recreation Commttee will represent al
enlisted personnel in matters concerning the recreational
servi ces program and nakes recomendati ons regardi ng the conduct
of the programto the Commanding Oficer who will be the Fund
Admi ni strator.

b. MEMBERSH P. The Recreation Commttee shall consist of
not | ess than six enlisted personnel designated in witing by the
Fund Adm nistrator. Each departnent, including enbarked
personnel , shoul d have individual representatives on the
Comm ttee. Departnents/divisions my be required to elect a
joint representative for acceptable representation in proportion
to onboard personnel strengths. \Where appropriate, ethnic,
mnority and wonen's interests should be equally represented.
The Fund Admi nistrator nay designate additional nmenbers as he/ she
deens appropriate. The Chairperson of the Recreation Conmmttee
shal | be appointed by the Fund Adm nistrator. The Recreational
Services Oficer, Recreation Fund Custodi an and the Master Chief
Petty Oficer of the Cormand shall attend each neeting of the
Recreation Conmittee in an advisory capacity. The Recreational
Services Oficer and Recreation Fund Custodi an shall not have a
vote on the Committee. A secretary will be elected from anong
the Recreation Conmttee menbers to record m nutes.

c. PROCEDURES

(1) The Recreation Commttee shall be accorded all proper
means for reviewing the condition of the Recreation Fund. A copy
of all Recreation Commttee mnutes shall be provided to the
Recreational Services Oficer and the Chairperson of the

Recreation Council in the format shown in the Recreationa
Services Manual. This report shall include the nunber of
affirmati ve and negative votes for each proposal. Supporting or

di ssenting comments on reconmendati ons shoul d be enclosed in the
report.

(2) The Recreation Commttee shall review and endorse the

reports of all advisory groups, where established, enclosing such
reports and endorsenents with the Recreation Comrittee report to
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the Fund Admi nistrator. The Recreation Council and Recreational
Services Oficer shall receive copies of the m nutes of
Recreation Conmittee neetings prior to the council's next
schedul ed neeti ng.

(3) Mnutes of each Recreation Conmttee neeting shall be
posted in conjunction with the mnutes of the Recreation Counci
nmeetings for the information of the entire crew.

(4) Al nenbers of the Recreation Conmittee shall be
famliar wwth the policies and procedures in the Mrale, Wl fare
and Recreational Mnual; particularly that policy related to the
prohi bi ted expenditure of recreation funds.

d. CONVEN NG DATES. The Recreation Conmittee shall be
convened not less than quarterly and prior to each neeting of the
Recreati on Council.

e. REFERENCE

(1) BUPERI NST 1710.11A, Morale Wl fare and Recreational
(MAR) Manual .

(2) BUPERSI NST 1710. 16, Afloat Recreation Manual,
( NOTAL) .

304.19 RECREATI ON COUNCI L

a. PURPOSE. The Recreation Council will reviewthe
adm ni stration of the Recreational Services program and nakes
recommendati ons to the Commandi ng Officer (Fund Adm nistrator)
regardi ng the program

b. MEMBERSH P. Recreation Council nenbers shall be
designated in witing by the Fund Adm nistrator. The Recreation
Council shall include at |east three comm ssioned and/ or warrant
officers in addition to the Recreational Services Oficer and the
Recreation Fund Custodian. The total nenbership of the Recrea-
tion Council should equitably represent all enbarked personnel,
participating units, and any special interests. The Ship's Store
Oficer and the Athletic Oficer should also be nenbers or attend
nmeetings in an advisory capacity. A representative of the
Recreation Conmittee wll attend all Recreation Council neetings
for informati on and advi sory purposes. The Chairperson of the
Recreation Council wll usually be the senior nenber of the
council. Al menbers of the Recreation Council shall famliarize
t hensel ves with the policies and procedures contained in the
Afl oat Recreation Manual; particularly that policy related to the
prohi bi ted expenditure of recreation funds.
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c. PROCEDURES. The Recreation Council shall neet to review
recreational services matters including expenditures of recrea-
tion funds, reports of advisory groups, where established, and
reports of the Recreation Commttee, and shall nmake recomrenda-
tions to the Commandi ng O ficer; enclosing such reports and
endorsenents as required in the Afl oat Recreation Manual. The
status and conduct of the recreational services programwll be
submitted to the Fund Admi nistrator via the Recreational Services
O ficer. Each report shall also show the nunber of affirmative
and negative votes for each proposal. Supporting and dissenting
comments are encouraged and shoul d be enclosed with the report.
M nut es of each Recreation Council neeting shall be posted in
conjunction with the m nutes of the Recreation Commttee neeting.

d. CONVENI NG DATES. The Recreation Council shall neet at
ti mes designated by the Chairperson, but not |ess than quarterly.
In addition, the Recreation Council will meet whenever the
Custodi an of the Recreation Fund is relieved or at any other tine
as may be directed by the Fund Adm ni strator.

e. REFERENCE: BUPERSI NST 1710. 16, Afl oat Recreati on Manual
( NOTAL) .

304.20 ENLI STED SAFETY COW TTEE

a. PURPCSE. The Enlisted Safety Conmittee will nake
recommendati ons concerning the unit's safety programto the
Saf ety Council and enhance interdepartnental conmunication in
m shap prevention at division and work center levels. On snal
commands (| ess than 300 personnel), the Enlisted Safety Conmittee
may be conbined into the Safety Council.

b. Menbership. The Enlisted Safety Conmttee is conprised of
at | east the follow ng nenbers:

(1) Unit's Safety O ficer (senior menber).

(2) Division safety petty officers.

(3) Chief Master-At-Arns.

(4) Recorder (as selected).

c. PROCEDURE. The Enlisted Safety Conmittee will convene to

receive the nost recent safety bulletins and nessages; exchange
i nformation; inprove comruni cations; review conditions; mshaps
and injuries; suggest inprovenments; and provide witten reconmen-
dations to the Safety Council and Conmanding O ficer.

d. CONVENI NG DATES: Quarterly or nore often as required.
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304. 21 SAFETY COUNCI L

a. PURPCSE. The Safety Council w Il devel op recomendati ons
for policy in safety matters and anal yze progress of the overal
saf ety program

b. MEMBERSH P. The council will consist of the follow ng
menbers:

(1) Commanding O ficer or Executive Oficer
(chai rperson).

(2) Unit Safety O ficer (Advisor - recorder).
(3) Departnment Heads.

(4) Security Oficer.

(5) Medical Departnent Representative.

(6) Master Chief Petty Oficer of the Conmand.
(7) Training Oficer

PROCEDURE. The unit's Safety Officer will prepare an
agenda for the Chairperson's issuance prior to each neeting.
Agenda i nformation should show the extent of any problen(s) and
suggest ed approaches to problemresolution. The Safety Counci
will review statistics conpiled by the Safety O ficer and
Depart ment Heads from the m shap/ near m shap reports, inspection
reports (including zone inspections), safety rel ated nessages and
directives from higher authority, and reports fromthe Medi cal
Depart ment Representative. The Council will continually review
and nonitor results of procedures and training as shown in Figure
7-2. The Council will recomend to the Conmanding O ficer action
to correct an unsafe or unhealthful condition, any safety
training required unit wide or in a particular area, and provide
an evaluation as to the unit's overall safety status as rel ated
to material, personnel, and training. Since nany Safety Counci
menbers are also on the Planning Board for Training and training
is integrated with safety, these boards could nmeet concurrently
or consecutively. The Safety O ficer will keep records of the
Safety Council neetings, and mnutes will be issued by the
Chai r per son

d. CONVENI NG DATES: Quarterly or nore often if required.
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304.22 SHI P SI LENCI NG BOARD

a. PURPCSE. The Ship Silencing Board will advise the
Conmandi ng Officer on appropriate ship silencing procedures,
assi st the Engineer Oficer in fornulating a detailed ship
silencing program and ensure proper coordination of the ship
sil encing program

b. MEMBERSH P. The Ship Silencing Board will consist of the
foll owi ng officers:

(1) Executive Oficer (chairperson)
(2) Engineer Oficer

(3) Weapons O ficer/Deck Oficer
(4) ASWOficer

(5) Oher officers or petty officers as directed by the
Commandi ng O ficer.

c. PROCEDURES. The Ship Silencing Board will assist the
Commandi ng O ficer in devel oping and executing | ong range pl ans
for enhancing the acoustic environnent of the ship and recomrend
ship silencing procedures. The board will assist the Engi neer
Oficer in fornulating a detailed ship silencing program It
will periodically review the plans and instructions for currency.
The board will exam ne the silencing programand recomend steps
necessary for the coordination of all elenments in the ship.

d. CONVENI NG DATES. The board will neet at the call of the
Chai rperson at | east once each quarter.

304. 23 SPECI AL COURTS- MARTI AL PANEL

a. PURPCSE. Special Court-Martial Panels exercise mlitary
jurisdiction as set forth in the Uniform Code of MIlitary Justice
and the Manual for Courts-Martial.

b. MEMBERSH P. Each special court-martial will be convened
in accordance with the provisions of the Uniform Code of MIlitary
Justice and the Manual for Courts-Martial and will consist of
such personnel as are required by | aw

c. PROCEDURES. Special courts-martial will be conducted in

accordance with the Uniform Code of MIlitary Justice and the
Manual for Courts-Martial.
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d. CONVEN NG DATES. Courts will convene when directed by
t he Convening Authority.

e. REFERENCES

(1) Uniform Code of MIlitary Justice
(2) Manual for Courts-Martial, United States, 1984
(3) JAG Manual

304.24 SUMVARY COURTS- MARTI AL PANEL

a. PURPCSE. Summary Court-Martial Panels exercise mlitary
jurisdiction as set forth in the Uniform Code of MIlitary Justice
and the Manual for Courts-Martial.

b. MEMBERSH P. Each summary court-martial will consist of
one comm ssi oned officer appointed by the Convening Authority in
accordance with R C M 1301, Manual for Courts-Marti al

c. PROCEDURES. Summary courts-martial will be conducted in
accordance with the Uniform Code of MIlitary Justice and the
Manual for Courts-Martial.

d. CONVEN NG DATES. Courts will convene when directed by
t he Convening Authority.

e. REFERENCES:
(1) Uniform Code of MIlitary Justice.
(2) Manual for Courts-Martial, United States, 1984
(3) JAG Manual .
304.25 WARDROOM ADVI SORY BOARD

a. PURPCSE. The Wardroom Advi sory Board will collect
recommendati ons fromthe wardroom for the operation of the
war dr oom ness.

b. MEMBERSH P. The board will consist of one officer of
each rank assigned and in addition, one representative from each
enbar ked squadron as desi gnated by each squadron commander.

c. PROCEDURES. The board considers suggestions and any
other matters of mess administration (including information from

t he suggestion box) and recomrends changes to the Wardroom Mess
Pr esi dent.
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d. CONVENI NG DATES. The board nmeets at the call of the
seni or nenber.

304.26 ENVI RONMENTAL COWPLI ANCE BOARD

a. PURPCSE. The Environnental Conpliance Board will assi st
the Commanding O ficer in executing his or her responsibilities
under environnmental |aws and regul ati ons.

b. MEMBERSH P. The board will consist of the follow ng
per sonnel :

(1) Executive Oficer

(2) Safety Oficer

(3) Departnent heads

(4) Environnmental Protection/ Conpliance Oficer

(5) Legal Oficer

(6) Command Master Chief

(7) Ohers as designated by the Commandi ng O ficer

c. PROCEDURES. The board will nonitor the unit's conpliance

with environnmental |aws as they effect the unit's m ssion and
operations, assess the need for special training, equipnent,

support personnel, and so forth.

d. CONVEN NG DATES. The board neets quarterly or as
desi gnated by the senior nenber or the Comrandi ng O ficer.
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305. COLLATERAL DUTIES. All collateral duties will be assigned
in a ship's notice, signed by the Commandi ng O ficer.

305.1 ATHLETI C OFFI CER

a. BASIC FUNCTION. The Athletic Oficer will be designated
in witing by the Commanding O ficer to plan, organize, and
adm nister the athletic aspects of the recreational services
program

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Plan, schedule, pronote, and supervise unit athletic
activities, including intranmural, intermural and infornal
athletic activities.

(2) Coordinate prograns, personnel, funds, equipnent, and
encourage participation in the athletic phase of the recreational
servi ces program

(3) Be sure all personnel are apprised of the Navy sports
program and the opportunities to qualify for national and
i nternational conpetition as outlined in the Afloat Recreation
Manual .

(4) Be responsible for the procurenment and mai nt enance of
athl etic equi pnent and assigned facilities as approved by the
Recreational Services Oficer and Commandi ng O ficer. Equi pment
shall conply with national consenus agency standards and nati onal
sports governi ng body standards.

ni ng and

(5 Work with the Medical Departnment in
in t he Physi cal

pronoti ng physical fitness activities as outl
Readi ness Program OPNAVI NST 6110. 1D

pl an
ed in

(6) Serve as a nenber or an advisor to the Recreation
Comm ttee and Recreation Council, as appropriate.

(7) Recommend appoi ntnent of interested volunteers to
assist in the Athletic Program

c. ORGAN ZATI ONAL RELATIONSHI PS. The Athletic Oficer
reports directly to the Special Services Oficer regarding the
ef fective managenent of the athletic program

d. REFERENCES

(1) BUPERSI NST 1710. 16 Afl oat Recreation Manual (NOTAL)

(2) OPNAVINST 6110. 1D
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(3) NAVSO P-3520 Accounti ng Handbook for Nonappropri ated
Funds ( NOTAL)

305.2 BRI G OFFI CER

a. BASIC FUNCTION. The Brig Oficer will exercise positive
supervision over the brig and all prisoners confined therein and
is responsible to the Commandi ng Oficer for the performance
t her eof .

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Be responsible for the confinenment and saf ekeepi ng of
prisoners fromthe tinme they are commtted to his/her care by
proper witten order until the time they are properly rel eased,
subj ect to such orders as may be issued by the Conmmandi ng
Oficer.

(2) Prepare, issue, and revise, as necessary, witten
orders (including a daily brig routine and instructions to the
brig staff and prisoners) necessary to carry out the provisions
of the Corrections Manual .

(3) Inspect the brig daily to ascertain the condition of
the prisoners and to care for their needs. When the Brig Oficer
is absent for any reason for a period in excess of 24 hours, the
Command Duty O ficer will make this daily inspection.

(4) Ensure all personnel assigned to brig duty are
properly trained and qualified in accordance w th SECNAVI NST
1640. 9A (NOTAL) .

(5) Inspect all incom ng and outgoing prisoner mail in
accordance with the Corrections Mnual .

c. ORGAN ZATI ONAL RELATIONSHI PS. The Brig O ficer wll
report to the Executive Oficer.

d. REFERENCE. Departnent of the Navy Corrections Manual,
SECNAVI NST 1640. 9A (NOTAL) .

305.3 COMVAND FI TNESS COORDI NATOR

a. BASIC FUNCTION. The Conmand Fitness Coordi nator (CFC)
will be designated in witing by the Conmanding O ficer to plan,
organi ze, and adm ni ster the commands i npl enentation of the
Navy's physical readi ness program as defined i n OPNAVI NST
6110. 1D
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b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Ensure the official physical readiness test (PRT), as
schedul ed by the Commanding O ficer, is properly conducted.

(2) Maintain the command PRT Sunmary Report for the
Commandi ng O ficer.

(3) Design and inplenent the conmand directed physi cal
condi tioni ng program and when appropriate, coordinate with
recreational services for required physical training or testing
facilities.

(4) Advise the chain of command on all physical readiness
program matters, particularly about nenbers who need assi stance
in neeting physical readi ness standards.

(5) Report to the conmand' s safety officer any physical
readi ness programrelated i njuries and provide docunentation as
needed.

(6) Distribute health and fitness materials in support of
BUPERS heal th pronption initiatives.

(7) Maintain updated health and fitness educati onal
resources for use by command personnel.

(8) Maintain individual menber's nost recent 6110/2 for
four consecutive official tests.

(9) Instruct assistants, as appropriate, in conducting
the PRT and command directed physical conditioning program
foll owi ng OPNAVI NST 6110. 1D. One assistant shall be designated
for every twenty-five nmenbers being tested.

(10) Encourage assistants to conplete the Navy Exercise
Leader shi p course.

c. ORGAN ZATI ONAL RELATIONSHIPS. The CFC will report to the
Commandi ng O ficer for the physical readi ness of the command and
to the Executive O ficer for the adm nistration of the program

305.4 COMMUNI CATI ONS SECURI TY MATERI AL CUSTGDI AN

a. BASIC FUNCTION. The Conmuni cations Security Materi al
(CVB) Custodi an, under the supervision of the Communi cations

Oficer, will be responsible to the Commanding Oficer for the
mai nt enance of the current allowance of CVM5S material. The CMV5
custodian will exercise control over the receipt, correction,

st owage, security, accounting, distribution, and authorized
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destruction of all CVMS-distributed material. Wen the CVS
Custodian is absent, the First Alternate will assunme the
custodian's duties. The CMS Custodi an shall not be assigned any
coll ateral duties.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Proper handling, control, and accountability of
mat erial issued to the command t hrough the CMS System

(2) Acquire, nmonitor, and maintain the command's required
hol di ngs of Commruni cations Security (COVMSEC) materi al .

(3) Maintain technical custody of all CMS publications
and equi prent .

(4) Make periodic inventories of CV5-distributed materi al
and prepare required reports.

(5) Supervise correction of all COVBEC material and
ensure that changes are properly made and recei pts forwarded as
necessary.

(6) Instruct designated CMs-users as to security and
st owage requirenents invol ved.

(7) Prepare for signature of the Commandi ng O ficer and
aut henti cate by signature on appropriate copies, all correspon-
dence, sem -annual inventories, transfers of comuand, relief of
custodi an, routine destructions and other records and reports
incident to duties of the CMS Cust odi an.

(8) Authenticate by initials, corrections nade on routine
accounting records and reports of CM5 material on all copies
t her eof .

(9) Maintain a file of all general nmessages pertaining to
CMS material, and advise the Communi cations O ficer and the
Commandi ng O ficer of inportant information therein.

(10) Advise the Conmanding O ficer and ot her appropriate
per sons of changes in COVSEC regul ati ons and materi al .

(11) Report any actual or suspected | oss or physi cal
conprom se of classified information to the Commandi ng O fi cer,
Communi cations O ficer and Security Manager.

(12) Maintain a Destruction Bill for CVS material under

hi s/ her cogni zance and arrange for destruction of such publica-
tions.
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(13) Ensure that effective editions of all necessary CVB
material are maintained in the crypto center, radio roons, signal
bri dge and ot her spaces, as required.

(14) Carry out periodic destruction of superseded
material follow ng current instructions.

(15) Initiate requisitions for supplies, materials, and
services within budgetary limtations established by the
Operations Oficer.

(16) Ensure the care and nmai nt enance of equi pnent and
spaces assi gned.

c. ORGAN ZATI ONAL RELATIONSHI PS. The CMs Custodian wil |
report to the Commanding O ficer for the performnce of duties
and to the Communications Oficer for functional direction and
adm nistration. Al subcustodians of CVM5 materials will report
to the CV5 Custodi an.

d. REFERENCES
(1) Cvs-4
(2) OPNAVI NST 5510. 1H-Informati on and Personnel Security
(3) U S. Navy Regul ations
305.5 CONTROLLED SUBSTANCES BULK CUSTODI AN
a. BASIC FUNCTION. The Controlled Substances Bul k Custodi an
shoul d not be a nedical departnent officer or independent duty
corpsnman with prescription witing authority or easy, frequent
access to nedicinals. He/she shall be appointed in witing and
will be responsible for and naintain custody of all unissued
nar cotics, al cohol, alcoholic beverages and controll ed drugs,
i ncludi ng those contained in supply block (3) of all enbarked
medi cal units.
b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY
(1) Be famliar with Chapter 21, Manual of the Mdica
Department (NOTAL) regarding the receipt, custody, and security
of controlled substances.

(2) Maintain reports to substantiate proper receipt and
expenditure of itens in his/her custody.
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(3) Ensure that an inventory of all drugs in his/her
custody is held by the Controlled Medicinals Inventory Board as
soon as possible after the | ast day of each nonth. Wbrking
guantities of drugs and narcotics nmay be issued by receipt to
nmedi cal departnent personnel.

(4) Ensure the conbination change envel ope (SF 700) is in
the custody of the Conmmanding O ficer or his/her representative.

c. ORGAN ZATI ONAL RELATI ONSHI PS. The Control | ed Substances
Bul k Custodian will report directly to the Commanding O ficer in
t he performance of duties.

305.6 CRYPTO SECURITY OFFICER. Duties, responsibilities, and
authority of the Crypto Security Oficer are covered in CSP-|
( NOTAL) .

305.7 CUSTODI AN OF CLEANI NG ALCOHOL. The Engineering Oficer of
the Watch or Engineering Duty O ficer will have custody of the
Engi neeri ng Departnent cleaning al cohol, which will be kept in

| ocked stowage. The sole key to this stowage will be in the
possessi on of the Engineering Oficer of the Watch or Engi neering
Duty O ficer.

305.8 DI VING OFFI CER

a. BASIC FUNCTION. The Diving Oficer will be responsibl e,
under the Commandi ng Officer, for safe diving operations.

b. DUTIES, RESPONSIBILITIES, AND AUTHORI TY

(1) Provide overall supervision of diving operations.
Ensure strict adherence to procedures and precautions.

(2) Establish a diving training program and schedul e
frequent training dives to ensure that the divers are fully
qgual i fi ed.

(3) Supervise the maintenance of the